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SUBJECT: IMPLEMENTATION INSTRUCTIONS FOR THE ELECTRONIC
INCOME AND ELIGIBILITY VERIFICATION SYSTEM (elEVS)

REFERENCES: INTERNAL REVENUE SERVICES (IRS) PUBLICATION 1075
(PUB 1075); ALL COUNTY LETTERS 15-56 AND 16-106

The purpose of this letter is to provide county welfare departments (CWDs)
implementation instructions for the newly developed stand-alone system via web based
portal to transmit the current five paper Income and Eligibility Verification System (IEVS)
matches to CWDs. The elEVS will provide a secure electronic space to house IEVS
matches that contain federal tax information (FTI) and personally identifying information
(PI1). The new system went live on July 6, 2017 with the first of five IEVS matches
available to CWDs and will be fully implemented by November 2017.

Background

The development of elEVS started in April 2015 as a collaborative effort between the
California Department of Social Services (CDSS), representatives from CWDs, the
three consortia systems, and the County Welfare Directors Association (CWDA). The
goal of the project is to provide CWDs with a web based portal to access IEVS matches
that are currently provided in paper format. The processing of paper matches is costly,
labor intensive, and less secure leaving clients’ data more vulnerable. Finally, CWDs
have no automated mechanism to track the outcomes on the disposition of their review


http://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2015/15-56.pdf
http://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-106.pdf
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of the IEVS matches. A series of statewide regional train-the-trainer sessions were
provided to counties in April 2017 and a user guide along with an overview of the
features of elEVS has been developed for CWDs (Attachments 2 and 3).

The CDSS will now be able to collect and report on Recipient IEVS data outcomes on a
statewide level by replacing paper IEVS match process with a secure electronic system
for five of the ten Recipient IEVS matches. IEVS matches currently provided
electronically will continue to be accessible through the Statewide Automated Welfare
Systems (SAWS) and/or county-owned system. In addition, existing electronic IEVS
data exchanges and matching process are not affected. CDSS will continue to receive
and process data from source agencies the same way.

The use of the web based portal for elEVS is necessary for CDSS to meet federal and
state security requirements for data matches that contain FTI and PII as well as provide
an on-line reporting feature for counties to report to CDSS the disposition of its review of
the IEVS data accessed via elEVS.

Specifically, the following paper-only matches will be moved to the new elEVS system:

Beneficiary Earnings Exchange Record (BEER)
Internal Revenue Service Asset Match (IRS)
Deceased Persons Match (DPM)

Franchise Tax Board Asset Match (FTB)

An additional match is currently not accessible electronically in all the SAWS. However,
this match will also be included in elEVS for those counties that do not have access to
this match in their SAWS:

e Fleeing Felon Match (FFM)

The following matches are currently accessible electronically to the SAWS and will not
be included in the elEVS:

e Integrated Fraud Detection/Wage Match (IFD)
¢ New Hire Registry Match (NHR)
e Payment Verification System (PVS)

The matches noted below are under review for consideration for the next phase of the
elEVS due to some counties’ inability to access these matches electronically in SAWS.
These will continue to be provided to the counties who cannot access them in their
SAWS via paper until such time that the CDSS determines if they can be included in
elEVS:

e Nationwide Prisoners Match (NPM)
e California Youth Authority (CYA)
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elEVS Implementation Schedule
The following five matches that are included in elEVS and the corresponding tentative
implementation schedule for 2017:

Month Match Type Frequency Data Source
July FFM Monthly Department of Justice
August FTB Asset Match Annual FTB
September IRS Asset Match? Annual IRS
October BEER1&? Monthly IRS and SSA
November DPM? Semi-Annual SSA

1. Data subject to safeguarding requirements covered in the IRS Publication 1075 (Pub1075).
2. Data subject to safeguarding requirements and approval from the SSA.

Since these matches will now be provided to the counties electronically, CDSS will
develop a regular schedule of when these matches will become available in elEVS in
2018 for the annual matches and in the last quarter of 2017 for the monthly matches.

elEVS User Roles

The system will consist of the following primary roles to complete specific tasks in
elEVS. User roles were created to identify the level of access needed in the system to
comply with the safeguarding requirements for the FTI.

e Coordinator — elEVS point of contact in the CWD responsible for the timely
processing of the matches and reporting of any issues to CDSS and/or federal
agencies as required.

e Supervisor FTI and Non-FTI — separate roles that will provide guidance and
oversight regarding IEVS CWD process. Only the designated FTI Supervisor will
be able to access and view desks that contain FTI.

e Match Assigner FTI and Non-FTI — separate roles that will assign match
abstracts to desks for processing. Only the designated FTI Match Assigners will
be able to assign FTI matches.

e Match Reviewer FTI and Non-FTI — separate roles that will review abstracts and
submit response documents back to CDSS. Only FTI Match Reviewer will be
able to access and view FTI matches.
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An organizational hierarchy was developed to assist CWDs in the determination of the
level of each user’s access to the system. This is also to ensure that only authorized
users with the need-to-know will have access to the appropriate data (See Attachment
1, elEVS Organizational Hierarchy).

elEVS County Administrator

CWDs are strongly encouraged to select and/or assign the Administrator role to county
staff in a Supervisory or Managerial level that has experience and knowledge of their
county’s current criminal and income/asset IEVS match processes due to the
responsibilities associated with this role. However, the county may choose to allow
non-supervisory staff to take this role, provided that the county and the assigned staff
are aware of the administrator role’s capabilities and responsibilities. This role is limited
to no more than two per county. However, counties may submit a request for additional
administrators to the CDSS based on their specific needs and volume of users.

The Administrator will not be part of the IEVS match process in elEVS. Their primary
role is to determine who will have access in their county to elEVS, including the level
and type of access, create new users, delete and/or edit existing users. Administrators
will also ensure that only employees with appropriate authorization are provided access.
Administrators must also maintain documentation of all issued and terminated user IDs.
This includes the copies of the users completed elEVS Access Form (See attached
GEN 1391) and the annual FTI safeguarding training acknowledgement form for FTI
user access for audit purposes.

During the first phase of the roll-out of matches, Administrators will not be expected to
provide county users access to the system. Additional details and training information
for this role will be provided as information and the county administrator capabilities in
the Secure Access Framework (SAF) become available. A separate county notification
will be provided.

FTI Security Requirements per IRS Pub 1075

The SAF is a separate system that is a required user authentication process to access
the system. All authorized users for elEVS must have their accounts registered in SAF
using their county email address (See Attached GEN 1391, elEVS Access Form).
Users will login to SAF using their county email address and a password then a
separate email will be provided with a random-access code to complete the
authentication process prior to accessing elEVS.

A warning page will appear prior to direct access to elEVS that outlines the users’
responsibilities and penalties for misuse of the system. Additionally, a red warning
banner appears on any screen in elEVS where FTl is displayed.
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Printing data from elEVS is highly discouraged due to the safeguarding requirements
found in IRS Pub 1075. If there is a compelling business need, such as client request,
and the CWD must print a copy of the abstract in elEVS, the CWD shall be responsible
for safeguarding the document outside of elEVS. The CWD must follow the IRS Pub
1075 requirements regarding the proper safeguarding and destruction of paper FTI.
Printers used to print the data must also comply with the requirements of IRS Pub 1075.
See All County Letter (ACL) 15-56 for more information. Additionally, scanning and
exporting FTI from elEVS to another system is not allowed. CWDs are prohibited from
storing data from elEVS to another system.

elEVS Technical Requirements

elEVS Coordinators are responsible for working with their county Information
Technology staff to ensure hardware is updated with one of the Web Browser versions
listed below:

Web Browser Version Required
Internet Explorer X.9 or newer
Firefox x.0
Safari x.0
Google Chrome x.0

Only the Internet Protocol (IP) address of the CWD can access elEVS. County users
cannot access elEVS in their home or in any other location that is not an official county
place of business. Access to elEVS using an unauthorized IP address is considered a
breach of data in elEVS and must be reported to CDSS and federal source agencies
immediately. See ACL 15-56 for more information.

Future Enhancements

The CDSS is exploring enhancements to elEVS in the future such as the addition of
status reports and other data matches. Any updates to the system will be
communicated to CWDs prior to implementation.

If you have any questions regarding this ACL, please submit them by email to
elEVSAdmin@dss.ca.qgov.

Sincerely,

Original Document Signed By:
TODD R. BLAND

Deputy Director

Family Engagement and Empowerment Division

Attachments


mailto:eIEVSAdmin@dss.ca.gov
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Introduction

Welcome,

The California Department of Social Services (CDSS) has implemented the Electronic Income
and Eligibility Verification System (elEVS). The elEVS is an automated solution for the delivery
of Recipient IEVS matches to the Counties. This System also allows Counties to report their
results of Match Reviews and Investigations to the CDSS Program Integrity Bureau.

The following User Guide is designed to provide the User with an overview of the elEVS system
- including a detailed look at the screens and the information that is available within it. This
Guide in intended to help You, the User, navigate elEVS — with the understanding that Counties
will be using elEVS to supplement your existing and evolving business functions.

This User Guide is not a comprehensive, step-by-step guide for your daily business tasks. Each
County, Business Unit and User Role will have their own unique business processes. Our
intention is for the Counties to incorporate elEVS within their existing Business Processes, in
order to meet your specific goals.

Thank you,

California Department of Social Services
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How to Login to elEVS

A. Before logging in to elEVS, you must first Register in SAF.
Please Note: You will only need to Register once within SAF.

What is SAF?

The Security Access Framework or SAF application works in partnership with elEVS to manage all Login
and Password credentials. SAF is used, not only for elEVS, but for several other web-based applications
developed by or for CDSS.

You should have received an email with the Subject Line: “Welcome to elEVS”. The email looks like this:

0t 25 PM

SAF@dss.ca.gov

Prod v2 DSS SAF - New elEVS User Account

To M Speroni, Lisa@D55

. Take me to eIEVS! «

Welcome to elEVS
Dear Lisa.Speroni(@dss.ca.gov,

Welcome to el[EVS! A new user account has been created for you to access el[EVS by an eIEVS Delegated
Administrator.

Getting started is easy.
Simply click on the link Melow and follow the on sereen instructions.

* [f the above link does .ot work, please copy the address below and paste this into your Web browser.
https://identity.dss.ca.gov/dss saf/auth/v2/oauth2/authorize?client id=93echf7d-d5f8-48dc-80a3-

4cb7a8a75777 &scope=basicprofile&redirect uri=https://ievs.dss.ca.gov/index.html&response type=code&token=Intcl
Once you have created a DSS SAFid and set your password, you can begin to enjoy the benefits of eI[EVS with

features like:

See the attachments provided for:
N/A

Thanks,

The DSS SAF Team

Department of Social Services

Click the link that says “Take me to elEVS”.

If, after clicking the link, you are not taken to the elEVS/SAF Login page — copy and paste the
second, longer link.

You should be on the elEVS/SAF Login Page. You can see what the Login Page looks like on
the next page (page 6 of this User Guide).
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SsAf.
elEVS Login

About elEVS

Attention! Welcome new elEVS User! Please Igin below with your existing SAR Account (you'll be prompted to join your
accounts) or Register for a new SAFid account below.

SAFid Usemname € REGISTER

| & | Usemame _ .
| Register now for a new SAFId

SAFid Password
T Single-Sign On Across all SAF Applications
& | Password Manage your Accounts
o

Forgot Password?

E

Don't have a SAFId? Register Now

Conditions of Use | Privacy Policy | Privacy Motice On Caollection
Copyright ® 2016 State of California

4. Click “Don’t have a SAFid? Register Now”

REGISTER

Register now for a new SAFid

Single-Sign On Across all SAF Applications
Manage your Accounts
Manage your Multi-Factor

Read more

Don't have a SAFid? Register Now

You will then be taken to the SAFid Registration Page.
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: )
New SAFid Registration

Registration Wizard

Step1of4

User Information Create Password Verify App User Register

First Name |

Last Name Enter your Last Name here

Username Enter your E-Mail Address here
E-Mail Address ‘ E-Mail Address

Enable (Developer Only)

Continue

Conditions of Use | Privacy Policy | Privacy Notice On Collection

2046 State of

P HY

5. Enter your First and Last Name.
6. Enter your work email address as your User Name.

The “E-mail Address” field below will fill in automatically.

m Create Password  Verity App User  Register

First Name |

REE N Enter your Last Name here

Enter your E-Mail Address here

B Aciress E-Mail Address

Enable (Developer Only)

Continue
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7. Click Continue.
8. Create a Password using the criteria given. (Criteria is listed below.) This is the password you
will use to access elEVS.

Password Criteria:

A minimum of 8 characters

A maximum of 14 characters

At least (1) character from 3 of the following 4 groups:
Uppercase Letters — ABC...
Lowercase Letters —abc...
Numbers —123...

Special Characters - $&%...

= AnM \ .

Password Must Be:

= @ minimum of 8 characters

* @ maamum of 14 characters

« al least (1) character from (3) of the following (4) groups.
+ Upper Case Letlers -ABC
= Lower Case Letiers-abc
= Numerals-12 3.
= Special Characlers -S& " 1"'# @ ()} {}. ek

Password ssssssss
Confirm Password Confirm Password
. bt o
Continue ’ k
7%
Previous

9. Then enter the password again to confirm.
10. Verify all the information is correct.
If correct, choose This is My User.
If not correct, choose Previous.
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@» New SAFid Registration
Registration Wizard
User Information Create Password Verify App User Register

EIEVS - User Properties

+ UserName . Marc Grijalva
- UserStatus : Active

- AuthenticationModes : {"Selections” {"SAFid"344)}

+ DateCreated | 3/27/2017 12:00:00 AM
- LastActivityDate : NIA

+ EmailAddress

+ Organization : Grizzly Desk,

+ GroupTypes : |

- WorkingLocation : Sacramento
+ UserFirstName : Marc

+ UserLastName : Grijaiva

- County : Sacramento

= Role : Supervisor

« FTI_ACCESS : NJA

California Department of Social Services

&sAf

Y

Yes, this is my user >

Previous

11. Complete the Registration by clicking Complete Registration.

Registration Wizard

User Information

New SAFid Registration

Create Password

Stepd ol 4

Verify App User

Complete Registration
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Next you will be taken to the elEVS Login page.

B. Logging in to elEVS

1. Use the email (as your Username) and password you just created to login.

2. Click “Login w/ SAFid”.

. Ssaf

EIEVS - Sandbox Login

Whal is EIEVS - Sandbox 77

Attention! Congratulations, you have created your SAFid
and linked your EIEVS - Sandbox Accounl. Flease login
below to access EIEVS - Sandbox.

SAFid Username ©

& Llisa.Speroni@dss.ca.gov

SAFid Password

B  essssses

Login w/ SAFid-

Forgot Password?

Conditions of Use | Privacy Policy | Privacy Notice On Collection
Copyright © 2016 State of California

3. You will then be taken to the “Send Access Code” page. This is a second verification that

you are, who you say you are. (See the image on the next page.)

10
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/ 2sAf
o) @ Sarurily Aceess Frameork

EIEVS - Sandbox Login

About EIEVS - Sandbox

Send Access Code

Select Delivery Method:

Choose how you'd like to receive this Access Code and click
"Send Access Code". On the next screen you'll enter the code you receive.

E'Mall Ltt*tttw*tti@dss.ca.gov W

Don't have access to your e-mail? Select a different method

Send Access Code '

4. Every time you Login to elEVS you will go through the process of receiving a new Access
Code and inputting that code into elEVS.

You will receive the one-time Access Code via email. That code is only valid for 10 minutes.

5. Confirm the email address the code will be sent to.
6. Click “Send Access Code”.
7. You will receive an email entitled “elEVS Access Code”. It will look like this:

DSS SAFid Login Verification
Access Code

Thanks for helping us verify your DSS SAFid Login for EIEVS - Sandbox.

Here is your Access Cods
h

This code expires in 10 nihutes.

This is a verification code, not a password.

If you did NOT request this code, and believe that someone may be trying to access your account, please contact us: ¢

L Y . TNy o v WU A P SR S|

11
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8. Enter the Access Code here:

., SsaAf_

EIEVS - Sandbox Login

What is EIEVS - Sandbox 77

Check your Email: Enter the Access
Code we sent you to verify your
identity.

Email sent to:

mEREEEa@dss.ca.gov

Enter the 6 digit code

Didn't receive the code? Try again or select a different method

Validate Access Code

Conditions of Use | Privacy Policy | Privacy Notice On Collection
Copyright © 2016 State of California

9. Click “Validate Access Code”. You will be taken to a greeting page that looks like this:

&, GsAf_

EIEVS - Sandbox Login

About EIEVS - Sandbox

Hello, Lisa.Speroni@dss.ca.gov
You've already approved access to EIEVS - Sandbox.

Continue to EIEVS - Sandbox

Revoke

Conditions of Use | Privacy Policy | Privacy Notice On Collection
Copyright ® 2016 State of California
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10. Click “Continue to elEVS”.
11. You will then be taken to the Warning Statement Page.

&, CDSS

%

t

e]E/ ELECTRONIC INCOME ELIGIBILITY VERIFICATION SYSTEM

WARNING: This system is owned by the California Department of Social Services and contains State
of California and U.S. Government information, which is restricted to authorized users ONLY.
Authorized users must complete annual safeguard training and certification. Unauthorized access,
use, misuse, or modification of this computer system or of the data contained herein or in transit

toffrom this system constitutes a violation of California Penal Code Section 502 and Title 18, United States Code
Section 1030, and may subject the individual to criminal and civil penalties pursuant to Title 26, United States Code,
Sections 7213, 7213A (the Taxpayer Browsing Protection Act). and 7431, This system and equipment are subject to
monitoring to ensure proper performance of applicable security features or procedures. Such monitoring may
result in the acquisition, recording. and analysis of all data being communicated, transmitted, processed, or stored
in this system by a user. If monitoring reveals possible evidence of criminal activity, such evidence may be provided
to Law Enforcement Personnel.

ANYOMNE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING !
E | agree to the terms outlined in the warning statement
€ Proceed . @ Dedline

"¢

- "
Conditions of Use | Pr-’ A icy | Privacy Motice On Collection
© 2017 - California D8partment of Social Services

12. Please read the Warning Statement Carefully and then click “I agree to the terms outlined
in the warning statement”.

13. Next, click on the Proceed button.

14. Then you will be taken to the elEVS Main Landing Page.

Il. The Main Landing Page

After you Login to elEVS, the first page you will see is the Main Landing Page. Below is a Map of the
elEVS Main Landing Page:

13
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Welcome Marc.Grijalva@DSS.ca.gov

& X = . FTI Match Assigner ¥ L)

ELECTRONIC INCOME ELIGIBILITY VERIFICATION SYSTEM

& Alerts [ o] = Match Assignments [ o} i Calendar [ o}
Test 5/22 #  Mon, May 22,2017 < May 2017 >
| (FTI Match 09:51 PM BEER €3 € 1 2z 3 4 5 6
Reviewer1 /) # FTI Match Reviewer1 [ 62 ] 3. 8 9 10 " 12 13
# FTI Match Reviewer2 14 )15 ) 18 ) 17 18 ) 19 ) 20
21 22 23 24 25 26 27
# FTI Match Reviewer3 (7]
28 29 30 3
# Unassigned (0]

-

-

o)

@ Match Overview

# Total Matches

L o} [ = Tasks

[E Reports
# Number of non-priority tasks

® Coming Soon! # Number of priority tasks # Matches Overdue

# Response Submitted To CDS5

000§

\

# Total number of tasks
# Response Status Pending

L© 06 0 g

© 2017 - California Department of Social Services

At the very top of the Main Landing Page is the Header Bar:

= IR @

Features 1 - 5 (on the Header Bar) are visible throughout elEVS and display the same information on all
User Desks, except where noted.

Welcome Marc.Grijalva@D55.ca.gov

FTI Match Assignery 2D

1. Left-Hand Drop Down Menu: Home, Match Overview, Match Queue, Reports and Log Out.
By clicking on the small, square icon you will be able to see and click the following:

Case #~ | Enter text to search... i

A Home
ELECTRONIC INCOME E
£ Match Assignments
@ Match Overview Left-Hand
Drop Down Menu
B Reporis
B Alerts
= Tasks

@ Help

C>Log Out

% Close ]
2. elEVS Home Page button: This button will bring you back to the elEVS Main Landing Page.
3. Search Bar: Allows you to search the System for the following types of data:

a. SSN
b. Name

14
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A. User
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Case Number

Run Date

Match Type

Partial Letters or Numbers

e S oM )

User Desk Display and Drop-down Menu: by clicking on this menu, you can switch between
User Roles and Desks that have been assigned to you. Each User Role will provide a
different type of access to the System.

User Profile button: This drop-down menu provides a shortcut to the Alert Page and the

Log Out button. You can also see when there is an Alter and how many Alerts there are:
Welcome Marc.Grijalva@DS5.ca.gov

FTI Match Assigner ¥

rap

& Alerts
C* Log Out

Desk Panels

ELECTRONIC INCOME ELIGIBILITY VERIFICATION SYSTEM

" A Alers

©

# Match Assignments

[ 8] i Calendar
i i #  Thu, Apr 20, 2017 03:54 PM < April 2017 >
s TEsting again
(FT1 Supervisar 1) [ = € 00 ] -
#® FTI Match Reviewer] E 2 3 i 5 B - 2
#* FTI Match Reviewer2 [ 67 ] 9 10 1" 12 13 14 15
16 17 18 15 20 2 22
#* FTI Match Reviewer3 @
23 ’ 24 25 26 7 28 23
# Unassigned o 2
| , 7 ,
-
3 r =
[ Reports [ o] = isks \‘. © /@ Match Overview [ o]
\
Match Ty -
#® Nung o ron priorfiesis (o] l / L
'\ # Total Matches (0]
® Comingzomd #® Number of o ity tasks | C # Matches Overdue [0}
\
" ‘\ | Submittad To COSS (0]
¥ Total number of tas. 3 \ -
\ *" # Response Status Pending (0] )

These are all “User Desk Panels” |
[

The User Desk Panels provide summary information and a portal to Pre-Authorized User Pages within

the system.

Role. Not a
1.

o v e wN

Panels will be viewable and accessible only to authorized staff for the corresponding User
Il panels will be viewable to all users. Access to each panel will be based on the User Role.
Alerts

Match Assignments* —
Calendar

This panel is only visible for designated Match Assigners

Reports
Tasks
Match Overview

Each of these panels will be explained in more detail throughout this User Guide.
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Selecting a User Desk

Within elEVS, each User Desk has a Corresponding Role and Type of Access. Each User Desk enables
the User to access only Appropriate Panels. If you do not have the Authority to Assign Matches you
will not be able to choose the Match Assigner Desk.

Users that have access to multiple desks will be able to select the desk they would like to work from,
using the Drop-down Menu in the upper right-hand corner of the Main Landing Page. (Seen here.)

e|EVS Coordinator ¥

elEVS Coordinator

ET! Mafrh Assigner

t» | Enter text to search.. FTI Match Assigner h . lo

Welcome Marc. Grijalva@D55.ca.gov SIEVE Coordinator

INCOME AND ELIGIBILITY VERIFICATION SYSTEN. /il (i tuieii
‘ FTI Match Reviewer1
4 FTI Match Reviewer2

r . .
& Match Assignments L @) & Calendar § FTI Match Reviewer3
5 FTI Supervisor
BEER €D N :
ol o M LT Motch.Desiomiond s e

1. To Select a User Desk, click on the small arrow and Select the authorized User Desk you
would like to work from.

2. User Desk Display and Drop-Down Menu: Displays the current User Desk you are working
in. Click to open drop-down options of roles that you have been provided access.
3. elEVS Coordinator: Each County has designated an elEVS Coordinator.

4. Match Assigner Desk(s): This Desk has the ability to assign matches to all Match Reviewer

Desks under their hierarchy.

5. Match Reviewer Desk(s): These Desks are responsible for completing and submitting Match

Reviews that have been assigned to each individual Desk.

6. Supervisor Desk(s): This Desk has access to view the Match Assigner Desk(s) and all Match

Reviewer Desks under their Supervisory hierarchy.
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IV. Match Workflow Progress Indicator Buttons

At the top of every Match Workflow Screen there are seven (7) Match Workflow Progress Indicator
Buttons. They look like this:

b 00000088

These buttons indicate Steps within each Match Review Workflow. If there are 7 Steps in a workflow, 7
buttons will be visible.

The buttons change colors as the Match Review Steps are completed. They are Color Coded to indicate
whether the User is Actively in a Step, has Completed a Step or if the User has Skipped a Step. They
can also indicate that a Step has not yet been Completed.

Here is the Color-Coded Diagram of the Match Workflow Progress Indicator Buttons:

Blue indicates
An Active Step

Green indicates
A Completed Step

+—Q

Gray indicates

A Skipped Step or
A Step Not Yet
Completed

If clicked, the Match Workflow Progress Indicator Buttons will take you to that Specific Workflow Step.
If you hover your mouse over the button you will see the Title of the Button.

Warrant Review

00 ®®aa 9

N

These buttons appear for every Match Workflow and can be seen/accessed on each page within the
Workflow.

17



Attachment 2 California Department of Social Services

Searching in elEVS

The elEVS Search function allows you to search the active data for Matches based on a variety of User
Selected Criteria.

A. Basic Search

ome Marc.Grijalva@DSS5.ca.gov

) SSN © & Calendar
esk v ) 5 P
Run Date
i ity tasks (0] 2 3 4 5
Match Type 9 10 1" 12
sks o 16 17 18 19
o %

) J @ Match Overview

For a Basic Search, click on the little arrow near “Case #”. This will reveal a drop-down menu. The list
below applies to the Map of the Basic Search screen on page 17.

a. Case #: Search for a match based on a complete or partial CalFresh or CalWORKs Case
Number.

b. SSN: Search for matches based on a participant’s complete or partial Social Security Number.

c. Name: Search for matches based on a participant’s complete or partial name.
Run Date: Search for matches based on the system generated Run Date, which is the date the
Matches were generated and delivered to the County.

e. Match Type: Search for matches based on the Match Type. (i.e. BEER, FFM, etc.)

Choose the type of information you would like to Search for. If you wanted to Search using a partial
Social Security Number, you would click SSN and enter the partial Social Security Number in the field
marked “Enter Text to Search...”. Click the Magnifying Glass, to begin the Search:

SSN~ 553

Welcome Marc Grijalva@D55.ca gov

16/16 results for SSN :

The Search above would return any Match Reviews containing 553 in any Social Security Number.

18
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B. Advanced Search

Match Type iech Assignments
- C—
WsteniD e 1 Desk
Submissian Status ({5 “eam?2 Desk
Open Days (9 ‘eam3 Desk
Assigned Group (1. InAssigned
- LBNBUBEE 1; :
=

The elEVS Advanced Search functionality enables you to Search, or Filter the Search, for specific
Matches based on specific criteria. The criteria outlined below corresponds to the Map above.

a. Match ID: Search based on the System Generated ID, unique to each individual match.

b. Submission Status: Search based on the Status of a Specific Match. (i.e. If you're searching
for a Match Review that has already been Submitted to CDSS, you could search here by
“Submit to CDSS” as that is a Step in the Match Review Workflow.)

c. Open Days: Search based on the Number of Days a particular Match has been opened.
Assigned Group: You can Search and View all the Match Reviewer Desks and the Matches
that have been assigned to them for processing.

Select the Assigned Groups from the Drop-Down Menu Options. Click View Groups and a
new “Select Group” window will pop up. You can Check All, Check One or Filter your
results.

Assigned Group = | View Groups Q

Please select group from the below list

& Check All 0 Uncheck All

60. O Coordinator - /Sandbox/5an Luis Obispo
&1. [ Coordinator - /Sandbox/San Joaqui

62. [ Coordinator - fSandbox/San Francisco
63. [ Coordinator - /Sandbox/San Diego

64. [ Coordinator - /Sandbox/5an Bernading
65. 0 Coordinator - /Sandbox/San Benito

66. [J Coordinator - fSandbox/Santa Clara
67. 0 Coordinator - /Sandbox/Ventura

68. [ Coordinator - /Sandbox/Yolo

69. [] Coordinator - fSandbox/Yuba

70. O Del Norte - /Sandbox

71. [ elEVS Coordinator - /Sandbox

8 2017 - Galifornia Department of Socal Services

e. Language: You can Search by the Primary Language used by the Recipient.
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Directly under the Advance Menu Search is the Response Status Search.

Case # ~ Enter text to search Q
Case # Welcome Marc.Grijalvai@DSS.ca.gov
SN IC INCOME AND ELIGIBILITY VERIFICATION SYSTEM
Name i
| | Run Date |
Match Type ‘ch Assignments [ @) & Calendar
BEER €3 - h:
S
12 13
o 18 20
0] 26 27
@ ——
— (U

A Response Status Search allows you to search for Matches based on the Match Review Response
Status. You can do so by choosing from the options available in the drop-down menu.

a. Match Response Drop-down Options. To Search by Match Response Status, use the drop-down
menu in the Search Bar. Chose the Match Response Status. (See options below.) Then Click the

Q
Magnifying Glass icon to initiate the Search. :

Response Status » | --5Select-

Yes with OPI
Yes W/0 OPI
No

Pending

NonCompliant

b. BEER - Employer Name: Specific for a BEER match, this Search displays and filters Employer
Name. You can also enter a partial name.

Response Status ~ | -Select-- Q
Caser felcome Marc. Grijiaha@DSs. ca.gov

ssn

Name
Run Date

Match Type

BErR o)

Employer Name

—

Welcome Marc. Grijalva@Dss5. ca. gov “
ELECTRONIC INCOME AND ELIGIBILITY VERIFICATION SYSTEM
ks ol B P aal it e, e it el s

Q
When the name, or a partial name, is entered click on the Magnifying Glass icon. :
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Alerts

There are two types of Alerts within elEVS — User to User Messaging and System (elEVS) to User
Massaging.

A. Alerts Webpage

To view your Alerts, go to the elEVS Main Landing Page, click on the Alerts Panel Title and you will
be taken to the Alerts Webpage.

Need more info on the elEVS Main Landing page and what Panels are? Go to Page 13.

The Alerts Webpage looks like this:

! 4 pens elEVS Coordinator D
L
&2 GEEEY B = pates
(e ] b
] fead ) w2 demo 2 (FTI Supenvsor /) Tuesday. April 04, 2017 1:49PM  E
] UnRead & Thu Mar 30 2017
_ & plert from KBS (FTI Match Assigner / Khalid Siddigui) Thursday. March 30, 2017 6:36 PM
[0 Frioeity W & Demo Test (&lEVS Coordinator /) Thursday, March 30, 2117 7:51 AM
Narma
[ Custom ()
FTB
[ BEER
] FrM
] oem
RS

o

Alerts Identification Bar and Pop-Up Window Expander: The bar indicates that you are on the
Alerts webpage via the title on the left-hand side of the bar. The + on the right-hand side expands
into a small window. (See image below.)

Alert Filter: Filter displayed alerts by user defined content.

Inbox: Contains Messages received by the Active User.

Sent: Contains Messages generated and sent by the Active User.

Read/Unread filter: Filter results by Read/Unread status.

Priority: Filter results based on the Alert Priority settings of “Priority” or “Normal”.

b

c

d

e. Deleted: Messages that were received or generated by the Active User.
f

g

h. Custom Alert filter: Filter alert by Custom (or User Generated) Alert.

B. Alerts Generation

To generate an Alert, begin by clicking the Alerts Identification Bar and click on the “+” to Open the
Alert Generation Drop-Down Window.
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Welcome Marc Griahva@ 0SS ca gov

8 ens elEVS Coordinator q +
'
. o BT - omrs |
e
| - ‘,demz["llsum” 'lbes.day..lp(ilﬂd.lo'l?l:&ﬂm [ /]
-o--ﬁi"---w-—- A g il Ny et - Pt P s e s st N o B, 3B Jp

This is what the Alert Generation Window looks like when expanded:

| & Alerts FTI Match Reviewer1 -

Group Name

Select Group/s ot

Title
Enter Title Name
Comments

Enter Comments

& Send Alert

‘| & perts elEYS Coordinator i

& Send Alert

a. After you have opened the Window, Click Select Group/s to open elEVS User Group
Lists.

A new window will pop-up so you can Select the Group(s) you want to receive the
Alert. You can Check or Uncheck All of the Users in the list. You can also Check the
Users One-by-One.

In the same window, you can also Filter the Results of the Groups. Filtering the Results
helps you narrow down the list. This is the Alert Select Group(s) Window:
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Please select group/s from the below list

@ checkAll | O Uncheck All

. Ocoordinator - /sandbox/Tulare

. [JDesk1 - /Sandbox/Tulare/Coordinator/Supervisor

. [ Desk2 - /sandbox/Tulare/Coordinator/Supervisor

[] Desk3 - /sandbox/Tulare/Coordinator/Supervisor

[MelEvs Coordinator - /Sandbox

. [Clelevs Coordinator - /Sandbox

. L1FTI Desk - /Sandbox/Tulare/Coordinator/FT| Supervisor

. LIFTI Desk2 - /Sandbox/Tulare/Coordinator/FT| Supervisor

. CIFTI Desk3 - /Sandbox/Tulare/Coordinator/FTI Supervisor

. CIFTI Match Assigner - /Sandbox/elEVS Coordinator/FT1 Supervisor
. CIFTI Match Assigner - /Sandbox/elEVS Coordinator/FTI Supervisor

= 0 W e N B WS

After you have chosen the User’s you want to send the Alert to — click OK.

Next enter the following information:

b. Title: Enter the title of your Message in this field

c. Comments: Enter your Message here
d. Send your Alert

VII. Tasks

Tasks are notifications or reminders sent to Users by elEVS. These Tasks relay information regarding
specific Workflow Tasks that are Required or Optional for Processing Matches.

A. Tasks Webpage

To access the Tasks Webpage, return to the elEVS Landing Page by clicking the elEVS logo in the far left-

hand corner. Find the tile marked “Tasks”.

Click on the Panel Title “Tasks” and you will be taken to the Tasks Webpage.

= Tagks

# Number of non-priority tasks

# Number of priority tasks

¥ Total number of tasks
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The Tasks Webage looks like this:

= Tasks FTI Supervisor

Match id Case Number Task Name Task Created Match Type Task Type
3761 431 Ffm Abstract Response 1/19/2017 FFM it .

| 3746 409 { | Ffm Abstract Response 192017 RN it i ™
3736 395 Warrant Review 11972017 FFM it -
3727 383 Benefits Affected 11942017 FFM it -~
Match id Case Number Task Name Task Created Match Type Task Type
3737 396 Ffm Abstract Response 1/19/2017 FFM it -
3732 390 Warrant Review 1/19/2017 FFM it ~

- e, gt -

a. Filter Results: This field allows you to Filter or Sort through displayed Tasks based on User
Defined Criteria.

b. Desk Selection: This Drop-Down List allows you to view Tasks for a specific User Desk. (This

functionality is only available for those Users who are authorized to view multiple desks.)

Match ID: elEVS generates a Match ID unique for each individual Match.

Case Number: The number generated by MMEF.

Task Name: The current Step or Status of the Match.

Task Created: The Date the last time the Workflow was fun.

Match Type: The type of Match being executed for this Task

Task Type

i. Flag: Priority or Non-Priority

"T® 0 a0

VIII.Reports

This functionality will not be available in the initial rollout of elEVS.

IX. Calendar

This functionality will not be available in the initial rollout of elEVS.

X. How to Make Match Assignments
A. Select a Match Assigner Desk

Match Assigners only have access to the Matches they have been Authorized to have access to. (Match
Types that include FTI (Federal Tax Information) will only be accessible to Match Assigners that have the
authority to access FTI.
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1. To choose the Match Assigner Desk, go to the Main Landing Page and click on the small

white triangle - next to the User Desk Name.

elEVS Coordinator ¥ 3

I SYSTEM

& calendar [ o
< April 2017 >
1
7 s I

2 B 4 ] 6

Please see the attached FTI Safeguarding Requirements for more detail.

B. Match Assignment

1. To make Match Assignments make sure you have chosen the FTI or Non-FTI Match
Assigner User Desk, in the upper right hand corner.

FTI Match Assigner ¥ j

2. Click on the Title of the Match Assignments Panel

«* Match Assignments ©

BEER €2 -
% Team1 Desk [ 143 ]
#* Team2 Desk (0]
#* Team3 Desk [ 0]
#* UnAssigned [ 62 ] )

3. The Match Assignment Webpage will open.

4. A small Match Information Window will pop up, too. Select the Match Type you wishto
Assign
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€ Match Assignment

FTI Match Assigner

Filter Results...

Match ID C
Type

= Select Match Type # Auto Assignment

Workflow Status AssignedTo W

Match

Match Information

Please Choose Match Typ

UnAssigned |

Run Date I
Matches M

8/1/2016 0
71172016 0
6/1/2016| 5

5. Select the Match Run Date for the Group of Matches you wish to Assign

I Match Information H

Please Choose Match Type

Total
Matches

UnAssigned
Matches

Run

Date
8172016
THI2016

6172016

6. You are now on the Match Assignment Webpage, showing all the Matches for the Match
Type you’ve chose. For this exercise, we’ve chose FFM, as you can see in the nextimage.

FT1 Match Assigner |

[ FTi Match Revieweer1 @)
[ #TiMatch Revewer2 @) sl el B i s B o] EEHCATS AFRECTED
S 53172016 Spanisn | BAOWESF | CaWVORKS MATCH CLOSED
053172016 Engish | BFDENSC | CaNVORKS | WAITING QN CUENT G = |
L Tesegansigpéc @) | esm1r2018]_ Engish | 2EA7BSO | CaMWORKS |  MATCH CLOSED g
Ll Unsssigned I 053172016 Engish | DBESEIS | CalWORKS RESPONSE
[program ] 053172016 Englsh | A4EDBBS | CalWORKS BESPONSE FTI Match Re ]
F o Y e SEUSRRTY L »

Match Assignment Results can be sorted or filtered in many ways. There is a Short Cut
Menu on the left-hand side of the webpage. The Menu gives you the option to sort by
Assignment, Program or Language. The numbers in blue to the right of the choices indicate
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how many Matches fit that description. (i.e. FTI Match Reviewer 1 has been assigned 56

FFM Matches.)

[ FTI Mateh Reviewer1
O FTI Match Reviewer2 @&
[0 FT1 Mateh Reviewer3

O TempAssigned ()

O Unassigned
[ Calfresh
O caWORKS @5

[0 calWORKS/CalFresh
0 mMco

[] American Sign Langusge
[ Arabic
[0 Armenian ()

R r &

» Temporary Assigned Matc
* Records From 1-200f 1

N = FFM
3722 - 331
3723 - FFM
3724 - FPM
3725 - FRM

FFM

California Department of Social Services

Select the Matches you would like to Assign. You can either click to Select All (7a) or select
each Match Individually (7b).

pe & Auto Assignment

Page1of2 B M

Workflow Status Assigned To [ |

e 1012 0 (0 [P——— =

Workflow Status BENEFITS REVIEW [ unassignes - JIES
BENEFITS REVIEW Unassigned  [lI=4

appropriate User Desk.

BENEFITS REVIEW

BENFFITS _REVIEW

Unassigned

BENEFITS REVIEW
BENEFITS REVIEW [ Unassigned |
BENEFITS_REVIEW
BENEFITS REVIEW
. BENEFITS REVIEW [ unassigned |

ot~ I

70

8. Within the Assign To column, you can click the individual Match to Assign it to the
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Page 10f1

Program Workflow Status Assigned To []

91E | CalWORKS BENEFITS REVIEW Unassigned ¢ 0
73 | Ccaworks BENEFITS REVIEW | 7 Match Revewert | L]
E CalWORKS BEMEFITS REVIEW | FTIMatch Reviewer2 (O]
WD | CalWORKS BENEFITS REVIEW | Mateh Reviewer3 ]
73 | camiorks BENEFITS REVIEW ]
FF | CawWORKS BENEFITS REVIEW [m]
JAC | CalWORKS BENEFITS REVIEW [m]
7H16 | CalWORKS BENEFITS REVIEW [m]
HE4 | CalWORKS BENEFITS REVIEW m]
28 | CaWORKS BENEFITS REVIEW Unassigned 0
502 | CalWORKS BENEFITS REVIEW 0
8 | CalWORKS BENEFITS REVIEW Unassigned ]

Confirm the Match Assignments you have made. Click the Confirm Button in
the lower left-hand corner of the to confirm your Match Assignments. Then Click OK.

a.

Automatic Match Assignments: elEVS has the capability to Assign Matches Automatically.

On the Match Assigner Webpage, click the Auto Assignment Button

FTI Match Assigner ¥

19

= Select Match Type

Page 1 of 11 M 4
Program Waorkflow Status Assigned To | |
CalWORKS MATCH CLOSED FTI Match B C
CalWORKS MATCH CLOSED FTI Match Reviewer1™
CalWORKS MATCH CLOSED FTI Match Reviewer1 =
CalWORKS IFY COR L FTI Match Reviewer1 | —
nCAWORES Lo | VEBIEY CORRESPONOENCE oo .., SoFTIMAINREEWSIIZEL. L L o4

b.

A small “Assign Matches” window will appear. You will be able to view User Desks in
this window. Enter the Percentages of the Total Unassigned Matches (10b) in the box
next to the appropriate User Desk Name. The actual Number of Matches that will be
assigned are shown to the right of the data field. As seen below (10c). For example, in
the picture below FTI Match Reviewer 1 has been assigned 33% of all the matches,
which comes out to 4 matches.
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Assign Matches

FTl Match Reviewer1 '3 3 % (4)

FTl Match Reviewer2 = 5 % (4)

FT1 Match Reviewer3 34 % (6)

c. Please Note: Automatic Match Assignment doesn’t guarantee that Matches involving the
same name, are sent to the same Match Reviewer.

d. When you have completed the assignments, cIick.

XI. Match Overview

Match Overview is a Tool that allows the User to View a Summary of all the work currently assigned to
their Desk (as a Match Reviewer) or to the User Desks under their hierarchy, if they are a Supervisor.

A. Match Overview Webpage

To get to The Match Overview Webpage, navigate to the Landing Page by clicking on the
elEVS Home Page Button in the upper left-hand corner.

On the Main Landing Page, Click the title of the Match Overview Panel. As seen below:

o)

@ Match Overview [ @)
“ Choose Match Type

Total Matches
Matches Overdue

Response Submitted To CDSS

eooop

* ¥ * %

Response Status Pending
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1. You will be taken to Match Overview Webpage. Here is a Map of that Webpage:

California Department of Social Services

FTlSupervisor ¥ &

> @ Match Overview
[ 6172016 €

NS
i -
A r

2 Il Supervisor

What a

Supervisor
can see...

Y i Al o e S IR o R

Total Matches

Matches Overdue

Response Submitted to CDSS

Match Workflow Status

Response Status

FT1 Match Reviewer3
Total Matches
Matches Overdue
Response Submitted to CDSS
Match Workflow Status
Response Status

FTI Match Reviewer1
Total Matches
Matches Overdue
Response Submitted to CDSS
Match Workflow Status
Response Status

FT1 Match Reviewer2

FTI Match Assigner

-

-

-

IRS

- e

2. To view data, choose and click on the Match Type you wish to view for the Match Type Bar.

3. User Desk: Displays the User Level being Used to see the Overview.

4. Run Date Filter: Allows the User to filter Overview results based on a single or combination

of available Run Dates.

5. Underlying Desks: Each Supervisor will be able to view the User Desk Workload under
their hierarchy. The above image shows detailed information about each User Desk under

this Supervisor’s hierarchy.

If a Match Reviewer wishes to use the Match Overview Page/Functionality they will only
be able to view their own workload. (See image below.)
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[*W FTI Match Reviewer2 ¥ &

@ Match Overview FT1 Match Reviewer2
[ 6172016 &)
Il BEER FFM DPM FTB IRS
LG
FTI Match Reviewer2 O~ =»
Total Matches g9 Q
What a Matches Overdue 0
Match Response Submitted to CDSS go Q
Reviewer I Match Workflow Status 0
can see... Response Status > ss Q
Yes with OPI 1
Yes W/O OPI 0
No = @
Pending 55 Q
NonCompliant o]

6. Each small, black arrow * indicates there is more information to see when the window is
expanded. Click on the arrow and the screen will expand.

7. If you click the Magnifying Glass Q\ on a particular line item, you initiate a Search for that

line item.

8. Click the Magnifying Glass next to the data you wish to see. For this example we chose BEER
Matches Overdue:

@ Match Overview FT1 Super\risor
BEER FFM DPM FTB IRS
|
FTI Supervisor v
Search
Total Matches
Matches Overdue 203 Q
Response Submitted to CDSS 2
Match Workflow Status - 205

r. ResEonse Stai Js o— - oy wr—-""-‘\ :-* si §

You will immediately be taken to, what looks like, a blank screen:
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Then you will see that the data is loading:

| @  Match Overview FT1 Supervisor

Loading data... Please wait..

The system has narrowed down the Search Request for the Match Type you indicated earlier. In our
case that would be the BEER Matches — where we can find Matches Overdue listed on the left-hand
menu:

 Assigned Group - View Groups. Q.

Kemn B23ACDS XYQQCG TSXPRE 440815 5/31/2016

5847 BEER
2 ¥ | FTiMatch Reviewer1 | 5848 Los Angeles | EBSRFGB| VBEWODMVK QIUGXFZU| ***+%4420] 5/31/2016 BEER
3 ¥ | FTMatch 1 5849 Fresno 0590530 | XVPJMSXQLHT HQMUB | *****8121| 5/31/2016 BEER <
4 ¥ | FTIMatch Reviewerl| 5850 Sacramento | BFAPAAL W|TA TROYQ M *++++33984| 5/31/2016 BEER ¢
5 ¥ | FTiMatch Reviewerl| 5851 Santa Clara | OE07P91 CICGIILUPTLSKE | *****7715| 5/31/2016
6 ¥ | FTIMatch Reviewerl | 5852 San Diego | 1F29040 PKXO AUAAS ++a26497|  5/31/2016 BEER 4
7~ | FiMatch 1] s8s3 Los Angeles AMRMKEXLFDBM S | **+*+1244| 5/31/2016 BEER |
8 | FTiMatchReviewerl| 5854 | SanBernadino| A239553| CXEVRFSYPVNBND | ***++2809| 5/31/2016 BEER
9 ~ | FTiMatch Revieweri| 5855 imperial | E2464ED|  KBHYRKVLAZMTA | **+++7121| 5/31/2016 BEER ?
10 ¥ | FTI Match Reviewerl | 5856 SantaClara | 79B0B7C|  SCMSYFXLQYQM | ****+3267| 5/31/2016 BEER
11~ | FII Match Reviewer1 | 5857 Los Angeles | 33M5j54 BVUME JOVO 5 ***+22a7| 5P1/2016 BEER @
12 ¥ | FTIMatch Reviewerl | 5858 Alameda | 6DBEO79| THQQGFGRCGKOUZH | ****+9135| 5/31/2016 BEER
5859 Los Angeles | 2BT6ADG|  VISYRXUJKLXGMEA] | *****3326| 5/31/2016 seer
5860 Los Angeles | 273HJBA GLUJE MXZMH € +igg75|  5/31/2016 BEER_ ¥
5861 SantaClara | B26VX7C| MAYESIQTQMVKND | **+++9422| 5/31/2016 BEER *
6 ¥ | FTI Match Reviewerl | 5862 Los Angeles | BEVBYGF | FRNTSSAO QNREAPT | ****%3249] 5/31/2016 BEER §
17 ¥ | FiiMatchReviewerl| 5863 | San Frandsco | CECDB30 KXZOSL BHYZ *2219] 5/31/2016 )
18 ¥ | FTI Match Reviewerl | 5864 Ventura | AGBEIAS|  VXZHVKVVZUEXPP | *****B628| 5/31/2016 BEER
19 ¥ | FTI Match Reviewer] | 5865 Sacramento | F29NA92|  VITUXULQNJVDKB | *****3672| 5/31/2016 BEER |
20 ¥ | FTI Match Reviewerl | 5866 Solano | 072C1B8|  DSYOSDXHQIUCL **masoTI 5/31/2016 BEER

XIl.  Match Queue

The Match Queue provides a display of current workload assignments by Match Type.
Please Note: Only FTI and Non-FTI Match Reviewers will be able to view the Match Queue.

To reach the Match Queue, click the elEVS icon in the upper left-hand corner of the screen to get to the
elEVS Main Landing Page. (What’s the elEVS Main Landing Page? See Section Ill on Page 13.)
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On the Main Landing Page, make sure you have chosen to work on the Match Reviewer’s Desk
by clicking on it the drop-down menu in the right-hand corner:

FTI Match Reviewer1 ¥ | 2@}

Go to the Match Queue Panel and click on the title.

f =M ueue O ]
ER
#* F1B (50 ]
* FFM ([ 40]
* IRS ®
#* NPM (0]

The Match Queue Webpage will open. This is a map of that webpage and below are the corresponding
numbers with a definition of each section.

elEVS Assigned Group ~  View Groups Team1 Desk

Weicome Marc.GrjalvaDSs.ca.gov

Match Queue FTI Match Reviewer 1
&=

| AT
: !
s | XMEQUVXX OXFEU AABE9D2 0 BEER MATCH_REVIEW Penaing 7899

4 I cYcy ABCETA4 | 745335119 0 BEER MATCH BEVIEWY endng 900
s DTYXMZI OKIGL B 8070554 | 7ases7eoe [} BEER MATCH REVIEW Pendng 7901
[T | EQIQNMFF GJMY D T40C3FB | sassessss 0 BEER MATCH_REVIEW Penang 917
|| IZUKLR CGZD UDS19AD | 748851308 0 BEER MATCH REVIEW Pending 7918
s MAMKIZ SLGTAZ J 745558088 172016 0 BEER MATCH_REVIEW Pendng 7919
= ORI EDSSH [ rassriest s | o | BEER 0 MATCH REVIEW Penang [ 7920
[ 1 TOAF 8 FZJFERO 74559 6172016 0 BEER MATCH _REVIEYWY Pending ™
] TRVGRS WKWBQEEQ L 7 aiz0l6 | o BEER MATCH REVIEW Pending 7922
| 12 RXTJS IXHM O 7 &/172016 0 BEER MATCH_REVIEW Penaing 923
| E 15 T E'V;FKFSX&Z Y)(éTH D =: D3B66S9 1] i-J:IGG = 54‘;26|5 —1 z D_ = _BEER = N = -.g. T‘Q‘ H, 7 B.E"!- -E“ﬂ- 5 Pending 7974_

1 QRDWKBUYA KCIOCFLIG DC18KOC 745689339 6112016 0 BEER MATCH REVIEW Penang 7%
i 15 QRDWKBUYA GPJUTEZNW. HWAQWEB 745690322 6172016 \ 0 BEER MATCH_REVIEW Pendng 7926
| % QSPGOHWI HKJAGK | FFDSSS8 745713091 6172016 0 BEER MATCH_REVIEW Penaing 921
|| VHKCEIH ZTAHGPD 88E3000 745729094 &z016 | 0 BEER MATCH REVIEW Pending | s
[ 18 OOCHPX MEPEQ A | FE1DFEC 745738337 612016 0 BEER MATCH_REVIEW Pending 7929
| 19 CLGZKODBJ PMMMS P | TSBKKIA 745748500 612016 ‘ 0 BEER MAT( VI Pending 7930
| = NWIKH MBGQY E | 43D33C5 745747038 612016 0 BEER MATCH_REVIEW Penaing 7931

1. Filter: This field allows you to filter the data on this webpage.

2. Match Type Selection: This Drop-Down Menu allows narrow down the data on this page by
selecting a special Match Type from the Menu. Also shown is the number of the resulting
Matches.

3. Results Page Indicator: Allows the User to view the results displayed in a page format and
with 20 lines per page.

4. Results Sorting: Allows User to sort total results by ascending or descending order for each
column and by multiple columns, simultaneously.

5. Workflow Status: This is a hyperlink to specific Match Review Workflows.
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Match Review Process

The Match Review Process is the process by which each County can research Matches and provide their
Results or Findings back to CDSS.

Match Review Process: elEVS currently automates only 5 of the Review Processes: FFM, DPM, BEERS,
IRS, FTB.

Each of the five (5) Match Types has a specific Match Review Workflow built into elEVS.

Please Note: BEERS, FTB and IRS Matches are rolled into one Match Review Workflow entitled
“Asset Match”.

Each County can decide, on their own, which automated steps they will choose to follow and complete
within the elEVS Workflow.

The requirement is that each County completes the Match Response and Match Submittal Steps and
provides their findings to CDSS.

Below is a summary of the Match Review Workflows as they are executed within elEVS. The Asset
Matches (BEER, IRS and FTB) are considered to be one (1) Workflow for this purpose — as the steps are
the same for those three (3) workflows:

FLEEING FELON MATCH (FFM) DECEASED PERSON MATCH (DPM) ASSET MATCHES (BEER, IRS, FTB)

Step 1 Benefit Review Verify Deceased? Match Review

Step 2 Warrant Review Recipient Receiving Benefits? Client Letter

Step 3 Benefits Affected by Warrant? Benefits being Used? Waiting on Client: Timer
Step 4 Waiting on Client: Timer Case Referred to SIU or DA? Verify Correspondence
Step 5 Enter Match Response Waiting on SIU/DA: Timer Third Party Letter

Step 6 Submit to CDSS Referred for an OP/OI Calculation? Waiting on Third Party Letter : Timer
Step 7 Closed Match Waiting for OP/OI: Timer Enter Match Response
Step 8 Enter Match Response Submit to CDSS

Step 9 Submit to CDSS Closed Match

Step 10

Closed Match

XIV.Map of Common Screens for All Match Review Workflows
When you are executing a Match Review Workflow you will see a common, basic screen.
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This is a Map of the Main Review Workflow Screen:

B elEVS ¢

FTI Match Reviewer 1> &

Welcom [ Grjaha@0S ca gov e

Aovuisay 43W

TNunOr

FTI Match Reviewer 1 FFM Workflow Case Number - 20ZD18E Case Name - YDKMOQ E TFYYQW

@ Status: Benefits Review >

© Review In MaIEn ang celermine i e fecipent 1 50 on ai

Is the recipient still receiving benefits?

Match Identification Bar. This line provides basic information to identify which Match the
User is reviewing. It should provide the following:

The User Desk the Match has been assigned to.

Type of Match

MEDS Case Number

The Case Name

Match Summary Data: An Expanded Screen showing Summary Data pertaining to the

oo oo

Match. (Click on the arrow to expand this screen to show more data. See data
and screen, in detail, below in #6.)

Please Note: All the information on this screen pertains to the Case being displayed.

2.

Match Review Workflow Progress Indicator Buttons. At the top of every Match Workflow
Screen there are seven (7) Match Workflow Progress Indicator Buttons. These buttons
indicate specific Steps within each Match Review Workflow. The buttons change colors as
the Match Review Steps are completed. They are Color Coded to indicate whether the User
is Actively working a Step, has Completed a Step or if the User has Skipped a Step. They can
also indicate if a Step has not yet been Completed.

Here is the Color-Coded Diagram of the Workflow Progress Indicator Buttons:

Blue indicates
An Active Step
Green indicates ‘ 4 y Gray indicates

A Completed Step A Skipped Step or
A Step Not Yet
Completed

If clicked, each button will take you to that Specific Workflow Step. If you hover your mouse
over the button you will see the Title of the Button.
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Warrant Review

- N88saa
9.

These buttons appear on every Match Workflow and can be seen/accessed on each page within
the Match Workflow.

3. MMEF Tab (Pop-Out): This tab opens a Pop-Out that displays the MMEF Data for the
Current Match. Here is a partial snapshot of the information displayed:

MMEF Data

Recipient Information

CALWorks Case # CALFresh Case # SSN HIC # Language Code Dat3
745453987 6/1/2016
Recipient Name Sex Date of Birth Recipient Address Mailing Address
RNQWUA R LIOBKJ E 1112011993 5652 PUAFN OV ZJG 29 INGLEWOOD CA CA
90301 3967

CALWorks Information

Case # Case Name County District # County # Aid Code Eligibility Workder FBU #
29ZD18E YDOKMOQ E TFYYQW 83 19 30 TDOD 1

CALFresh Information

4. Abstracts Tab: This tap opens a Pop-Out that displays additional Abstract information for
the Current Match. See page 36 for an example:
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FFM Abstract Data
Recipient Information Received from DOJ (Department of Justice)
File Control Date of Range Wanting Wanting Warrant Date of Type of
Number Aid Group YYYYQ) Agency Name Agency Phone Contact Person  Number Warrant Warrant NCIC Number
109053764 AFDC 12345 WANTING 916-123-4567 12345 05-31-2016 A
AGENCY 289

Name Address Sex Date of Birth Height Weight Color of Eyes Race Hair County Name

XMTBSWW S 11100 YIGM F 07-25-1993 Fall 170 GRN N GLD 36

BBGVGLRW KAKR OH LWT

I I o e Y P N W W A

5. Journal Tab: This button opens a Journal Entry Window. See the Next Page.

N

[ €
[rore oo p!
Created by user from group FTI Match Reviewer1 on April 20, 2017 j

SIU is done with the review of this abstract, we found a potential discrepancy. It ,
requires review by the Eligibility Review Unit to determine if it will affect the benefits ,

— Hide Replies @ Replyto Comment ;
Created by user from group FTI Match Reviewer1 on April 20, 2017 s

How long before the Eligibility Review Unit can get to this case? r

A\
& Reply to Comment )
-

—

o

Journal Comment Entry: Add Comments in this field.

b. Save/Cancel: Click Save to save the New Journal Entry or click Cancel
to cancel the entry.

Journal Reply: Click to add a reply to an existing Journal Entry Comment.
Close: Click to close the Journal Entries/Journal Entry Tab.

e. Suppression: Supervisors Can Suppress Journal entries so that only another
Supervisor may view the Journal Entry. See Below.

Please Note: Supervisors can view all Journal Comments that pertain to Matches
completed by desks in their hierarchy.
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4 I _
+
Created by user from group FT1 Supervisor on May 12, 2017 = | -
I'm concerned that we haven't received the letter we needed
from Placer County. Check back in 2 months to see if it has
& Reply to Comment
6. Match Summary Data: Click onthe arrow  to expand this Drop-Down Menu. The is

opens a Summary Table with more detail on the Match being reviewed.

FTI Match Reviewer 1 FFM Workflow Case Number - 20ZD18E Case Name - YDKMOQ E TFYYQW

| R-pg St | we"w-' | "Q | u-:ngn- [ IQ | 04-%'- |

[ Pendng [ AFDC | 5158 | 52017 [ 057312016 | 2% | ‘

‘& Status: Benefits Review

NN I

a. County Case Status: Open or Closed. Closed indicates the Review has been
Submitted to CDSS.

b. Response Status: Pending, Yes w/ OP/OlI, Yes w/o OP/OI, No
c. Matched Program or Aid Group identifier from the Match

d. Match ID: Unique identifying Number generated by elEVS

e. Match Due Date

f. Run Date

g. Open Days
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Common Match Review Workflow Screens

Each Match Type has a Predetermined Workflow for the Review and Reporting Process; however,
Match Workflows do share some Common Steps. Each Match Type Workflow may have additional
steps that are not listed or steps that may be repetitive of those listed below.

Please Note: The following Match Review Steps are not intended to be All-Inclusive. This User
Guide is only highlighting specific Workflow Screens that may be common across ALL Match
Review Workflows. Users should work through the Match to determine applicability within
their own County/Match Business Processes.

1. Match Review/Benefit Review Step: Generally, the initial step in every Review Process is to
ask if this is a Valid Match.

i

FTl Match Reviewer1

Welcome Marc. Grijalva@DSS.cagov

A\ Federal Tax Information
Case Number - 280C4CC

IRS Workflow Case Name - JCYW LSLIVVN AXVZW

FTI Match Reviewer1 ¥

=Frrrrrrlr

/& Status: Match Review >

HnWW

E @ Review the Match and determine if there are any potential discrepancies.

Match Review Results

— Select One — W

© 2017 - California Department of Social Services

2. Waiting Period Timer Screen: At least one time is provided in each Workflow. These Timers
are pre-set countdowns intended to provide Match Reviewers with a reminder to follow up
on notifications to External Parties.

s 0aS8
E status: Waiting On Client »

1 Wa o the Glient 1o fespond o fhe request to adional intrmation

OWAITINGPERIOD-TIMER

Saturday, February 25th 2017
4:57:43 PM

23 58 f] 44

) (M)

* Due Date % |

/
|

0
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3. The Match Response Screen: This screen enables Match Reviewers to enter findings from
their research, before Submittal to CDSS.

Case #~ | Enter textto search... [*WN Tl Match Reviewer! ¥ b 3

Welcome Marc Grijahe@Dss. ca.gov

A\ Federal Tax Information

FT1 Match Reviewer1 IRS Workflow Case Number - 280C4CC Case Name - JCYW LSLIVVN AXVZW
( ITIrrrrrr
g # status: Enter Match Response »>

@ Enter the Response and record any potential OP/Ol information to Submit to CDSS

% O Yes (w/ OP/OI) O Yes (w/o OP/OI) CNo

Bl B s P B i Gty Pt il At gt B b [P

Once you click on the Response, Yes w/OP/Ol, Yes w/o OP/Ol or No, more data fields will
appear — as needed.

4. Submit to CDSS Screen: This is the last point in any Match Review to verify findings prior to
submittal to CDSS. Once confirmed, submit those findings to CDSS.

88sadas

& status: Submit To CDSS >

@ A summary of the work completed for this match.

'@ Benefits Review
Receiving Benefits

* Warrant Review —

5. Closed Match Step: This is the confirmation that the Match Response has been submitted to
CDSS.

ddaadaa

@ This match ts chosed and has been submitiad 10 COSS.

+ Closed Maich

Completed On: 2152017 50743 PM By: / Team1 Desk
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Specific Workflows

XVI. Fleeing Felon Match (FFM) Match Review Workflow

The FFM Workflow has been designed to provide a Match Review Process has Seven (7) Simple Steps.

FLEEING FELON MATCH (FFM)
Step 1 Benefit Review
Ste[:I) 2 Warrant Review
Step 3 Benefits Affected by Warrant?

Step 4 Waiting on Client: Timer
Step 5 Enter Match Response
Step 6 Submit to CDSS
Step 7 Closed Match

The FFM Workflow Landing Page provides the User with the following:

1. Match Identifier Bar - This Bar provides basic information to identify the specific Match
being reviewed (User Desk, Workflow, Case Number and Case Name.)

2. Match Summary Data Drop-down Menu - Clicking on the black arrow opens a Summary
Table with more detail on the Match being reviewed

3. Pop Out Tabs — MMEF, Abstract and Journal.

(See Map of Common Screens, for more detailed information on any of these elements.)

B elEvs i*Watch Reviewerz v L)

Welcome Marc. Grifalva@D55.ca gov

=~
FTI Match Reviewer2 FFM Workflow  Case Number - AAEDBB6 Case Name - QANFCN BZSS | v L

z i F @

: = B EEEY

Lam ‘mw Status: Benefits Review ”

- N

é © Review the Match and determine if the recipient is still on aid

2 Is the recipient still receiving benefits?

- Select One - v

=}

=

© 2017 - California Department of Social Services
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A. FFM Workflow Steps

Step #1 - Benefits Review

“Review the Match and Determine if the recipient is still on aid.”

a. The first question for this step, “Is the recipient still receiving benefits?”

B elEvs A Enter text to search (SR atch Reviewer2 v 4€)
Welcome Marc. Grijalva@DS5.ca.gov

FTI Match Reviewer2 FFM Workflow  Case Number - AEDBB6 Case Name - QANFCN BZSS v

g ' T
3 5 EPEEETE
A
& Status: Benefits Review >

E Stfp © Review the Match and determine if the recipient is still on aid
g
9 Is the recipient still receiving benefits? = 2

siEaP - Select One - x {E i

© 2017 - California Department of Social Services

b. Select the appropriate Response (Yes, No)

>

c. To complete this step, click on the Yellow Action Button to end/run the Workflow.
i.  Aresponse of “Yes” will take you to Step #2 — Warrant Review
ii. A “No” or “Skip Response will take you to Step #5 — Enter Match Response
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& Status: Benefits Review Step >

@ Review the Match and determine if the recipient is still on aid

Is the recipient still receiving benefits?

Yes
No
Skip to Response

Step #2 — Warrant Review

“Determine if the Warrant is still Active.”

a. Select one of the Options from the Drop-Down Menu — Yes or No.

fio
b. After selecting the appropriate Response, click on the Yellow Action Button to end
the Workflow.
Step

% Status: Warrant Review > 2b
2NK
© Determine if the warrant is still active. J , ‘?

Warrant Active?

i. A Response of “Yes” will take you to Step #3 — Benefits Affected by Warrant
ii. A Response of “No” will take you to Step #5 — Enter Match Response

Step 3# - Benefits Affected by Warrant

“Determine if the active warrant affects benefits”

a. Answer the questions “Does the warrant affect benefits?”
b. Select One Option from the Drop-Down Menu — Yes or No

>

c. After selecting the appropriate response, click the Yellow Action Button to end the
Workflow.
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Step
© Status: Benefits Affected By Warrant > 3a

- ) g RS
@ Determine if the active warrant affects benefits y, , A

Does the active warrant affect benefits?

Step -- Select One -
3 Yes
d No

i. A“Yes” response will take you to Step #4 - Waiting on a Client.
ii. A “No” response will take you directly to Step #5 — Enter Match Response.

Step #4 - Waiting on Client

The fourth step in the FFM Match Review Workflow is a Timer. Match Reviewers can use the Timer as a
Countdown or Reminder while they Await a Response from the Client.

Below is a Map of the Timer Screen:

800843

E Staws: Waiting On Client >

© Wait for the Client to respond to the request for additional information.

OWAITINGPERIOD-TIMER

% Due Date %

Friday, April 28th 2017
10:25:50 AM

0

Minutes

a. Timer Due Date Display: This displays the Date and Time when the timer will expire.
b. Timer Setting Display: This is the display of the time remaining.

i Incremental Increase: Clicking on the small up arrow will increase each timer
variable by one unit.
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ii. Incremental Decrease: Clicking on the small down arrow will decrease each timer
variable by one unit.

c. Time Reset: Clicking this button will reset the time to the default count down setting of 10

days.
d. Time Stop: Clicking this button will Stop the Timer, after which you can click the Yellow
fio
Action Button, in the upper right-hand corner of the window to proceed to Step #5 -

Enter Match Response.

Step #5 — Enter Match Response

“Enter the Response and Record any potential Over Payment (OP) or Over Issuance (Ol) information to
Submit to CDSS.”

a. Select one of the following options
i.  Yes(w/ OP/OIl): A discrepancy exists and there is an OP/OlI

ii.  Yes(w/o OP/Ol): A discrepancy exists and there is no OP/OlI
iii. No: No discrepancy exists

sSdaaddud

# Status: Enter Match Response »

€ Ervier the Resporss and record any potential QP01 infarmation to Submit to OS5

FFM Match Review Responses in Detail

Yes: (w/OP/Ol)
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# Status: Enter Match Response

O Enter the Response and record any potential OP/OI information to Submit to CDSS

I;ﬁes (w/ OP/OI) © Yes (wi/o OP/OI) ' No

If Yes (w/ OP/OI) is selected, the following information is needed:

)

# Status: Enter Match Response

@ Enter the Response and record any potential OP/OI information to Submit to CDSS

| ® Yes (w/ OP/ON) | ©) Yes (w/o OP/ON) O No

Was the discrepancy due to Client or Admin ermor?
O Client ® admin

Which program(s) were affected and what was the actualfpotential amount of overpaymentfoverissuance?
CalWORKS CalFresh

.. © - @
Comments

Enter Comments Here... e

Did the discrepancy result in the case being discontinued?
Lt Yes ® No
Did the discrepancy result in the reduction of benefits?
® Yes ONo
Did this discrepancy result in a referral for investigation?
O ves ® No
1. Select if the discrepancy was due to Client or Administrative Error
2. If the discrepancy resulted in a CalWORKs OP/OI, Enter the Amount here
3. If the discrepancy resulted in a CalFresh OP/OI, Enter the Amount here
4. Enter any Match Review Notes
5. Did the discrepancy result in the case being continued? Click Yes or No
a) % if Yes, questions 6 and 7 will not appear. Proceed to 8.
b) If No, Proceed to 6.

6. Did the discrepancy result in the Reduction of Benefits? Select Yes or No.
7. Did the discrepancy result in a Referral for Investigation? Select Yes or No.
| 2

8. Click the Yellow Action Button to complete this Workflow.

Yes: (w/o OP/OI)
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# Status: Enter Match Response

O Yes (w/ OP/OI) Yes (w/o OP/OIl)

© enter the Response and record any potential OP/Ol information to Submit to CDSS

If Yes (w/ OP/OI) is selected, the following information is needed:

1. Did the discrepancy Result in the Case being Discontinued? Select Yes or No.

# Status: Enter Match Response

O Yes (w/ OP/OI) ® Yes (w/o OP/OI)

ey discrepancy result in the case being discontinued?
OnNo

id this discrepancy result in a referral for investigation?
Cves @nNo

{

© Enter the Response and record any potential OP/OI information ?

?

) New

R )

# Status: Enter Match Response ’

@ Enter the Response and record any potential OP/0I information to s

® Yes (w/o OP/OI) O No

Did the gliscrepaniy result in the case being discontinued?
O Yes ®No

S

O Yes (w/ OP/OI)

Did the discrepancy result in the reduction of benefits?
®ves  OnNo

Did this discrepancy result in a referral for investigation?
O Yes ®No

P A, A4y,

If you select “Yes”:

You only have one more question to
answer —

2. Did this discrepancy result in a referral
For investigation? Yes or No.

3. Click the Yellow Action Button
4. Advance to the Step #6

No:

If you select “No”:

You have two more questions to answer -

2. Did the discrepancy result in the reduction

of benefits? Yes or No.

3. If Yes, or No on to the NextQuestion
4. Did this discrepancy result in a referral to

Investigation? Yes or No, advance to the next
question.

5. Click the Yellow Action button

6. Advance to Step #6
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# Status: Enter Match Response >

© enter the Response and record any potential OP/Ol information to Submit to CDSS

O Yes (w/ OP/OI) Yes (w/o OP/OIl) O No

If No is selected:

1. Go to Drop Down Menu under “Reasons”.
2. Choose the correct reason from the list.

>

3. Click on the Yellow Action Button to run the Workflow.

# Status: Enter Match Response > 6

© Enter the Response and record any potential OP/OI information to Submit to CDSS

O Yes (w/ OP/OI) O Yes (w/o OP/OI) & No

Reasons

-- Select One -

ID Error

Client Not on Aid

Not in Cal-Fresh NCIC code list
Warrant no longer active (Recalled)
SAR7/Recertification

Other

Step #6 — Submit to CDSS

“A summary of the work completed for this Match.”

a. Review the Summary of the work you have just completed for this FFM Match.
b. If all the data is reflected correctly, click the Submit to CDSS button.

c. You do not need to click the Yellow Action Button.
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Welcorme ddare frijiabah(S ca pov

FTI Match Reviewer2 M Workflow Case Mumber - AJEDBBG Case Name - QANFCN BZSS

888699

Step
B

AN

£ status Submit To CDSS

TWEISEY

StEp I & A Summary of the work completed for this ma
ba
g Recensrg Bensfic

B
W Warrane By
‘Wasrant Active

.,... ..._.,_W'rt---,.,. =

Once the Match Review has been submitted you should see this confirmation screen:

2 Status: Submit To CDS5 | 3

Response Submitted to CDSS

@ A summary of the work completed for this match.

Step #7 — Closed Match

“The Match is closed and has been submitted to CDSS.”

You've submitted the Match Review to CDSS. This screen will confirm your submittal.

8593830

+ Status: Closed Match

@ This match is closed and has been submitted to CDSS.

+ Closed Match

Ste
Completed On: 2/23/2017 1:16:51 PM 7';) By: FTI Match Assigner 2

a. You'll see the date and time the Match was completed.
b. You can also see who completed it.
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This is the Final Step in the FFM Match Review Workflow.

XVII. Deceased Persons Match (DPM) Match Review Workflow

The DPM Match Review Workflow has been designed to provide you with a simple 10 Step Match
Review Process.

DECEASED PERSON MATCH (DPM)

Step 1 Verify Deceased?

Step 2 Recipient Receiving Benefits?
Step 3 Benefits being Used?

Step 4 Case Referred to SIU or DA?
Step 5 Waiting on SIU/DA: Timer
Step 6 Referred for an OP/OI Calculation?
Step 7 Waiting for OP/OI: Timer
Step 8 Enter Match Response

Step 9 Submit to CDSS

Step 10 Closed Match

On the DPM Workflow Landing Page provides:

vk wNE

Match Identification Bar
Match Summary Data Drop Down Menus
Match Workflow Buttons

Pop-Out Tabs
Status Question
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oTEVS

L}
FTl Match Reviewer1 DPM Workflow Case Number - D881G90 Case Name - UDJA EXMT ' :

Welcome Mare GrijaheghSs, oo gov

dusssdassg

& status: Verify Deceased L5

e O 1z Recipient Verified Deceased?

B2017

Calnrmis Departrent of Social bersces

Need more information about this screen? Go to Section XV Map of Common Screens.
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A. DPM Workflow Steps

Step #1 — Verified Deceased?

“Is Recipient Verify Deceased?”

a. To answer the questions above, Select One of the options from the Drop-down Menu.
Yes, No or Unable to Determine.

=3
b. Click the Yellow Action Button to run the Workflow.

Oyds83384939

& Status: Verify Deceased >
Ste
1 P @ |s Recipient Verified Deceased?
Verified Deceased Resulis
Yes
No

Unable To Determine

i. Aresponse of “Yes” will take the user to Step #2 — Verify Deceased
ii. Responses of “No” will take user directly to Step #8 - Enter Match Response
ili. Aresponse of “Unable to Determine” Will take the User to Step #2 — Verify Deceased

Step #2 — Receiving Benefits?

“Is Recipient Receiving Benefits?”

a. Click on the correct answer. Yes or No.

=3
b. Click on the Yellow Action Button to run the Workflow.
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dddsagadad

M status: Receiving Benefits > %

@ |5 Recipient Receiving Benefits?

Receiving Benefits Results
Step — Select One -
2a Yes

MNo

i.  Aresponse of “Yes” or will take the User to Step #3 — Benefits Being Used Results
ii. A“No” response will take the User directly to Step #8 - Enter Match Response

Step #3 — Benefits Being Used Results

“Are Benefits Being Used?”

a. To respond Select One of the options from the Drop-down Menu. Yes or No.

| 2
b. Click on the Yellow Action Button to run the Workflow.

8800sadgavas

Step
3b
¥ Status: Using Benefits Pl
_"_Jk\f
© Are Benefits Being Used?
Benefits Being Used Results
i Yes
No

i.  Aresponse of “Yes” or “Unable to Determine” will take you to
Step #4 — Referred to SIU/DA.
ii. A “No” response will take you directly to Step #8 - Enter Match Response.

Step #4 — Referred to Special Investigation Unit (SIU) or the District
Attorney (DA)?

“Referred to SIU or DA?”

a. Was this case referred to SIU or the DA? Choose Yes or No from the Drop-Down Menu.
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>
b. Click on the Yellow Action Button to run the Workflow.

8000dvavaa

2 status: Referred To SIU/DA > 4b

@ Referred To SIU or DA?

Referred To SIU Results

i.  Aresponse of “Yes” will take you to Step# 5 — Waiting on SIU/DA
ii. If you choose “No” you will be taken directly to Step #6 Referred for OP/OI

Step #5 — Waiting on SIU/DA Timer

The fifth step in the DPM Match Review Workflow is a Timer. This timer will default to a 90-day
Countdown and is intended to be a reminder for the Match Reviewer to follow up with the party, SIU
or the DA, to which the case was referred to, for review.

E Status: Waiting on SIU/DA >

@ Wait for SIU to respond on case status.

OWAITINGPERIOD-TIMER

% Due Date ¥

Tuesday, June 27th 2017
10:08:21 AM

a. Timer Due Date Display: This displays the Date and Time when the timer will expire.
b. Timer Setting Display: This is the display of the time remaining.
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i Incremental Increase: Clicking on the small up arrow will increase each timer variable by
one unit.

ii. Incremental Decrease: Clicking on the small down arrow will decrease each timer
variable by one unit.

c. Time Reset: Clicking this button will reset the time to the default count down setting of 10
days.
d. Time Stop: Clicking this button will Stop the Timer, after which you can click the Yellow

| 2

Action Button, in the upper right-hand corner of the window to proceed to Step #5 —
Enter Match Response.

Step #6 — Referred to OP/OI

“Referred For OP/OI Calculation?”

a. Answer the question of referral by clicking on the Drop-Down Menu and choosing Yes or No.

fi

b. Click on the Yellow Action Button to complete thisWorkflow.

@ Status: Referred For OP/OI >

@ Referred For OF/OI Calculation?

Referred For OP/0I Resuits

i.  Responding with “Yes” will take you to Step #7 — Waiting for OP/OI
ii. Ifyouanswer “No”, you will be taken directly to Step #8 — Enter Match Response

Step #7 — Waiting for OP/OI

The seventh step in this DPM Match Review is the Waiting for OP/OI Timer. This Timer will default to a
30-day Countdown and intended to be a reminder for the Match Reviewer to flow up with the party to
which the case was referred to for an OP/OI calculation.
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E status: Waiting For OP/OI Calculation >

@ Wait for response on OP/OI calculation.

OWAITINGPERIOD-TIMER

7 Due Date

Sunday, May 28th 2017
10:22:28 AM

01{29(123[151:34

Hours Minutes Seconds

20

To see a Map of this Timer, go to Step #5 in this Workflow (Page 52).

)
a. To stop this timer, click the Stop t] Button. If you use the predetermined 30-day

countdown you will receive a Task after the 30 days are up. You can also stop the timer on
your own by clicking the button.

fi

b. After the Timer has stopped click the Yellow Action Button, in the upper right-hand
corner of the window to proceed to Step #5 — Enter Match Response.

Step #8 — Enter Match Response
“Enter the Response and record any potential OP/Ol information to Submit to CDSS”
DPM Match Review Responses in Detail

Yes: (w/OP/Ol)

# status: Enter Match Response | 2

@ Enter the Response and record any potential OP/Ol information to Submit to CDSS

I\ Yes (w/ OP/OI) O Yes (w/o OP/OI) O No

If Yes (w/ OP/0l) is selected, the following information is needed:
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# Status: Enter Match Response > o

© Enter the Response and record any potential OP/OI information to Submit to CDSS

® Yes (w/ OP/OI) © Yes (w/o OP/OI) © No

‘Was the discrepancy due to Client or Admin error?
O Client ® admin

‘Which program(s) were affected and what was the actual/p: ial of over ‘'overissuance?
CalWORKS CalFresh
S S
Comments
Enter Comments Here... o

* Did the discrepancy result in the case being discontinued?
Oves ® No

Did the discrepancy result in the reduction of benefits?
® ves QO Ne

Did this discrepancy result in a referral for investigation?
O ves ® No

Select if the discrepancy was due to Client or Administrative Error

If the discrepancy resulted in a CalWORKs OP/OI, Enter the Amount here
If the discrepancy resulted in a CalFresh OP/OI, Enter the Amount here
Enter any Match Review Notes

Did the discrepancy result in the case being continued? Click Yes or No

a) % if Yes, questions 6 and 7 will not appear. Proceed to 8.

b) If No, Proceed to 6.

6. Did the discrepancy result in the Reduction of Benefits? Select Yes or No.
7. Did the discrepancy result in a Referral for Investigation? Select Yes or No.

LA S

>
8. Click the Yellow Action Button to complete this Workflow.

Yes: (w/o OP/OI)

# Status: Enter Match Response

© enter the Response and record any potential OP/Ol information to Submit to CDSS

O Yes (w/ OP/OI) Yes (w/o OP/OI) O No

If Yes (w/ OP/OI) is selected, the following information is needed:

1. Did the discrepancy Result in the Case being Discontinued? Select Yes or No.
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. # Status: Enter Match Response f
# Status: Enter Match Response

@ Enter the Response and record any potential OP/OI information to sy

S
O Yes (w/ OP/OI) ® Yes (wifo OP/OI) O Nee» Did the gliscrepanly result in the case being discontinued?
OYes ®No

@ Enter the Response and record any potential OP/01 information !)

~

. discrepancy result in the case being discontinued?
ONo Did the discrepancy result in the reduction of benefits?

® ves ONo

id this discrepancy result in a referral for investigation?

Did this discrepancy result in a referral for investigation?
Oves ®@no

Oves ®No

R R )
i WL W W

If you select “Yes”: If you select “No”:
You only have 1 more question You have two more questions to answer -
1. Did this discrepancy result in a referral 1. Did the discrepancy result in the reduction
For investigation? Yes or No. of benefits? Yes or No.

2. Click the Yellow Action Button ’ 2. If Yes, or No on to the Next Question

3. Advance to the Step #6 3. Did this discrepancy result in a referral to
Investigation? Yes or No, advance to the next
question.

4, Click the Yellow Action button

5. Advance to Step #6
No:

If No is selected:

# status: Enter Match Response >

@ Enter the Response and record any potential OP/Ol information to Submit to CDSS

O Yes (w/ OP/OI) O Yes (w/o OP/O1) EP

M sy P B s P P I il At g i gt i

1. Go to Drop Down Menu under “Reasons”.
2. Choose the correct reason from the list.
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# status: Enter Match Response

@ Enter the Response and record any potential OP/Ol information to Submit to CDSS

O Yes (w/ OP/OI) O Yes (w/o OP/OI) ® No

Reasons

SAWS already updated

mm= No match on 55MN/Name
Client Not on Aid

Client not deceased
Confirmed by family
Confirmed by medical facility
Death Certificate provided
Confirmed on news media
Other

You can choose from the following list:

SAWS already updated

No Match on SSN/Name
Client Not on Aid

Client not deceased
Confirmed by Family
Confirmed by medical facility
Death Certificate provided
Confirmed on news media
Other

>

3. Click on the Yellow Action Button to run the Workflow.

Step #9 — Submit to CDSS

“A summary of the work completed for this Match.”

Review the Summary of the work you have just completed for this DPM Match.

a. If all the data is reflected correctly, click the Submit to CDSS button.

You do not need to click the Yellow Action Button.
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FTI Match Reviewer1 DPM Workflow Case Number - D881G90

Case Name - UQJA,EXMT v

000000009

2 Status: Submit To CDSS
Step r - y
Submit To CDSS
ga § > . J
E @ A summary of the work completed for this match.

& verify De

Is Recipient Verify Deceased

R Receiving Benefits.

Is Recipient Receiving
Benefits

.

[ W Using Benefits
" Is Rgcipient us'pwwﬁts " Py > - .l

This is what your screen will look like when you have successfully Submitted to CDSS.

2 Status: Submit To CDSS >

Response Submitted to CDSS

@ A Summary of the work completed for this match.

T D ™ '

Step #10 — Closed Match

“The Match is closed and has been submitted to CDSS.”

You've submitted the Match Review to CDSS. This screen will confirm your submittal.

+ Status: Closed Match

@ This match is closed and has been submitted to CDSS.

+ Closed Match

Completed On: 4/28/2017 11:10:40 AM

Step ;
By: / FT1 Match Reviewer1

a. You'll see the date and time the Match was completed.
b. You can also see who completed it.

This is the Final Step in the DPM Match Review Workflow.
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Asset Match Review Wor Jing BEER, FTB and IRS

The Benefit Earnings Exchange Records (BEER), the Franchise Tax Board Asset Match (FTB), and the
Internal Revenue Service Asset Match (IRS) Match Types all compare reported income between the
MEDS MMEF files and other source data. All three (3) of these comprise the Asset Matches.

Please Note: The Asset Matches all have the same workflows and will be presented as one in
this document.

The Asset Matches have been designed to provide you (the County User) with a simple 9 Step Workflow
of the Match Review Process:

Step 1 Match Review

Step 2 Client Letter

Step 3 Waiting on Client: Timer

Step 4 Verify Correspondence

Step 5 3rd Party Letter

Step6  Waiting on 3rd Party Letter : Timer
Step 7 Enter Match Response

Step 8 Submit to CDSS

Step 9 Closed Match

The Asset Match Workflow Landing Page (image is the Next Page) provides:

Match Identification Bar

Workflow Identifier

Summary Drop-Down Menu

Match Workflow Process Indicator Buttons
Pop-Out Tabs

Status Question

Yellow Action Button

and...

NouhswNe

A Federal Tax Information Indicator within the Match Identification Bar. See the next page for the
image.
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FTI Match Reviewer1 ¥

Welcome Marc. Grija,

A\ Federal Tax Information

R ——
FTl Match Reviewer1 BEER Workflow | Case Number - 6D8E079 Case Name - CNYXYRB,MAPJQUSZ |

6531333‘33‘

‘@ Status: Match Review >

6 © Review the Match and determine if there are any potential discrepancies.

Match Review Results

— Select One —-

© 2017 - California Department of Sodal Services

A. Asset Match Workflow

Step #1 - Match Review Results

For this example, we are using the BEER Match. Both FTB and IRS Matches are considered Asset Match
Workflows and their processes within elEVS will be identical to the BEER Match we are using for an
example, here.

“Review the Match and determine if there are any potential discrepancies.”

a. To respond to the potential discrepancy question you will Select One of the optionsfrom
the Drop-Down Menu. Choose Potential Discrepancy or No Discrepancy.

»

b. Click on the Yellow Action Button to complete this Workflow.

A Federal Tax Information

FT1 Match Reviewer1 BEER Workflow Case Number - 6D8E079 Case Name - CNYXYRB,MAPJQUSZ N,

s TR RER B

& Status: Match Review >

@ Review the Match and determine if there are any potential discrepancies.

Match Review Results

- Select One —
Potential Discrepancy
No Discrepancy
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i. A Response of “Potential Discrepancy” will take you to Step #2 — Client Letter.
ii. A Response of “No Discrepancy” will take you to Step #7 — Enter Match Response.

Step #2 — Client Letter

“Request additional information from Client.”

FTI Match Reviewer1 BEER Workflow Case Number - CD5BA36 Case Name - QWPVQLM HREKBF-EBM

ddausdssdig

X Status: Client Letter | 2

@ Request additional information from the Client.

Was the Client Letter Sent?

] Client Letter Sent

Ay

a. Once the Contact Letter has been mailed to the Client, check the box “Client Letter Sent”.

fre

b. After confirming the issuance of the Client Letter, click the Yellow Action button to
run the Workflow.

i.  After completing this workflow, you can move forward to Step #3 — Waiting on Client.
Do so by clicking on the third Match Workflow Process Indicator Buttons. As seen
here:

=N —
= Tax Information

ber - CD5BA36 Case Nam

"33%333

B '-uﬂ-""“*-'ﬂ"‘

Step #3 — Waiting on Client Timer

Once the Contact Letter has been sent, the next step in the Workflow is a Timer. The Waiting on Client
Response Timer will default to a 10-day Countdown. It is intended to be a reminder for the Match
Reviewer to follow up with the Client.
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888084843

E Status: Waiting On Client | 2

@ Wait for the Client to respond to the request for additional information.

OWAITINGPERIOD-TIMER

% Due Date %

Friday, April 28th 2017
10:25:50 AM

10 0:0

Minutes Seconds

a. Timer Due Date Display: This displays the Date and Time when the timer will expire.
b. Timer Setting Display: This is the display of the time remaining.

i Incremental Increase: Clicking on the small up arrow will increase each timer variable by
one unit.

ii. Incremental Decrease: Clicking on the small down arrow will decrease each timer
variable by one unit.

c. Time Reset: Clicking this button will reset the time to the default count down setting of 10

days.
d. Time Stop: Clicking this button will Stop the Timer, after which you can click the Yellow
| 2
Action Button, in the upper right-hand corner of the window to proceed to Step #4 —

Verify Correspondence.

Step #4 — Verify Correspondence

“Review the client’s response to Request for additional Information.”

a. Respond to the Question “Did the Client Respond to the Request for Information?” by
clicking on the Drop-Down Menu and selectin the appropriate answer — Verification
Provided, Third Party Verification Needed or Client Refused/No Response.
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»
b. After selecting your response, click the Yellow Action Button to complete this
workflow.
& status: Verify Correspondence SEEP b

© Review the Clients response to Request for additional information.

Did the Client Respond to the Request for Information?

Verification Provided o

Third Party Verification Needed ¥ .
Client Refused/No Response

i)  Aresponse of “Verification Provided” will take you to
Step #7 — Enter Match Response.

ii)  Aresponse of “Third Party Verification Needed” takes you directly to
Step #5 — Third Party Letter.

iii)  If you chose “Client Refused/No Response” you will be taken to
Step #7 — Enter Math Response.

Step #5 — Third Party Letter

“Request additional information from the Employer/Financial institution.”

'v

& FTI Match Reviewer1 BEER Workflow Case Number - B23ACDS Case Name - VLHDS HXGZLI v

X Status: Third Party Letter >

@ Request additional information from an Employer/Financial institution.

Was the Third Party Letter Sent?

b Third Party Letter Sent

a. Once a Contact Letter, to the Client, has been mailed check the box “Third Party Letter

Sent”.
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b. After confirming the issuance of the Third-Party Letter click the Yellow Action Button

| 2

to run the workflow so you can move on to the next step.

Step #6 — Waiting on Third Party Letter Timer

This is the second timer in the Asset Match Workflow. This Timer will default to a 10-Day Countdown
and is intended to be a reminder for the Match Reviewer to follow up with the Client. A Map of the
Timer, including description of each button and/or field, to go Step #3 in this Workflow (Page 61).

a. To move on to Step #7 — Enter Match Response, you will need to Stop the Timer. This will
happen at the end of the 10-day Default Countdown or if you stop the Timer yourself by

)

clicking on the Stop Button. iy

. > .
b. Then click on the Yellow Action Button to complete this Step. If it is not done
automatically, move on to Step #7.

SdsdJda g

E Status: Waiting On Client »

@ Wait for the Client to respond to the request for additional information.

OWAITINGPERIOD-TIMER

% Due Date %

Friday, April 28th 2017
10:25:50 AM

0/|{10||0[:|0
=30

Minutes

Step #7 — Enter Match Response

“Enter the Match Response and record any potential OP/Ol Information to Submit to CDSS”

Asset Match Review Responses in Detail

66



Attachment 2 California Department of Social Services

Yes: (w/OP/Ol)

# Status: Enter Match Response >

@ Enter the Response and record any potential OP/OI information to Submit to CDSS

Yes (w/ OP/OI) © Yes (w/o OP/0OI) O'No

If Yes (w/ OP/OI) is selected, the following information is needed:

# Status: Enter Match Response > o

© Enter the Response and record any potential OP/OI information to Submit to CDSS

® Yes (w/ OP/OI) O Yes (w/o OP/OI) O No

‘Was the discrepancy due to Client or Admin error?
O Client ® admin

‘Which program(s) were affected and what was the actual/p ial of over 'overissuance?
CalWORKS CalFresh

— @ T
Comments

Enter Comments Here o

* Did the discrepancy result in the case being discontinued?
Oves ® No

Did the discrepancy result in the reduction of benefits?
® yes OnNe

Did this discrepancy result in a referral for investigation?
Oves ® No

Select if the discrepancy was due to Client or Administrative Error

If the discrepancy resulted in a CalWORKs OP/OI, Enter the Amount here
If the discrepancy resulted in a CalFresh OP/OI, Enter the Amount here
Enter any Match Review Notes

uikhowhe

Did the discrepancy result in the case being continued? Click Yes or No

a. % if Yes, questions 6 and 7 will not appear. Proceed to 8.

b. If No, Proceed to 6.

Did the discrepancy result in the Reduction of Benefits? Select Yes or No.
7. Did the discrepancy result in a Referral for Investigation? Select Yes or No.

»

8. Click the Yellow Action Button to complete this Workflow.
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Yes: (w/o OP/OI)
# Status: Enter Match Response | 2
O Enter the Response and record any potential OP/Ol information to Submit to CDSS
© Yes (w/ OP/OI) Yes (w/o OP/OI) © No
i
If Yes (w/ OP/OI) is selected, the following information is needed:
1. Did the discrepancy Result in the Case being Discontinued? Select Yes or No.
. # Status: Enter Match Response {
# Status: Enter Match Response

/

@ Enter the Response and record any potential OP/OI information to s

© Yes (w/ OP/OI) ® Yes (w/o OP/OI) o] Nol

Did the gliscrepaniy result in the case being discontinued?
O ves ®No

@ Enter the Response and record any potential OP/OI information ?

O Yes (w/ OP/OI) ® Yes (w/o OP/OI) O Now

& discrepancy result in the case being discontinued?

O No Did the discrepancy result in the reduction of benefits?

: &
$ ® ves OmNo
d this dls::repanqr result in a referral for investigation? ) Did this discrepancy result in a referral for i igation?
Oves @ No O ves ®No
3

A W V2 VO

If you select “Yes”: If you select “No”:

You only have 1 more question You have two more questions to answer -

1. Did this discrepancy result in a referral 1. Did the discrepancy result in the reduction
For investigation? Yes or No. of benefits? Yes or No.

2. Click the Yellow Action Button
3. Advance to the Step #8 — Submit to
CDSS

2. If Yes, or No on to the Next Question

3. Did this discrepancy result in a referral to
Investigation? Yes or No, advance to the
next question.

4. Click the Yellow Action button
5. Advance to Step #8 — Submit to CDSS
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No:

If No is selected:

# status: Enter Match Response >

@ Enter the Response and record any potential OP/Ol information to Submit to CDSS

O Yes (w/ OP/OI) O Yes (w/o OP/O1) EP

I s PP B s P . P il AN i i gt - o

1. Go to Drop Down Menu under “Reasons”.
2. Choose the correct reason from the list.

# Status: Enter Match Response |

@ Enter the Response and record any potential OP/0I information to Submit to CDSS

O Yes (w/ OP/OI) O Yes (w/o OP/OI) ® No

Reasons

-- Select One —

SAWS already updated ~ - k?'
No match on SSN/Name .

Client Not on Aid
Not Over IRT
Other

Choose from the following list of responses:

SAWS already updated
No match on SSN/Name
Client Not on Aid

Not Over IRT

Other

>

3. Click the Yellow Action Button to run the Workflow.
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Step #8 — Submit to CDSS

“A summary of the work completed for this Match.”
Review the Summary of the work you have just completed for this Asset Match Workflow.

a. Ifall the data is reflected correctly, click the Submit to CDSS button.

You do not need to click the Yellow Action Button.

FTI Match Reviewer1 DPM Workflow Case Number - D881G90 Case Name - UQJAEXMT v

‘I ]
2 Status: Submit To CDSS >

Step r - .
Submit To CDSS
88 § = >, ]
Step
8 © A summary of the work completed for this match.

Is Recipient verify Deceased
M Receiving Benefits |
Is Recipient Receiving
Benefits
‘L‘ Using Benefits i
L ¥ . @WW%MMOO'M-M*-’WgM gt SRR

This is what your screen will look like when you have successfully Submitted to CDSS.

2 Status: Submit To CDSS >

Response Submitted to CDSS

@ A Summary of the work completed for this match.

el S B il P
Step #9 — Closed Match

“The Match is closed and has been submitted to CDSS.”

You’ve submitted the Match Review to CDSS. This screen will confirm your submittal.
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+ Status: Closed Match

Sgp @ This match is closed and has been submitted to CDSS.

+ Closed Match

Step

9a Completed On: 4/28/2017 11:10:40 AM

Step ;
By: / FTI Match Reviewer1

a. You'll see the date and time the Match was completed.
b. You can also see who completed it.

You do not need to click on the Yellow Action Button.

This is the Final Step in the Asset Match Review Workflow.

Contacts

This concludes the User Guide for the elEVS solution. If you have any questions or comments, please

contact the appropriate person according to chart below:

IT Support

Business
Policy

CDSS elEVS
Coordinator

Safeguard
Coordinator

Marc
Grijalva

Marc.Grijalva
@dss.ca.gov

(216) 651-5562

Analyn
Deloso

Analyn.Deloso
@dss.ca.gov

(216) 651-5008

Suzanna
Ledesma

Suzanna.ledesma
@dss.ca.gov

(216) 651-3281

Nancy
Cronin

Nancy.Cronin
@dss.ca.gov

(216) 651-5007
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Glossary
Word Definition
App Application - A piece(s) of software that can run on the internet, your computer

or a mobile device

Functionality

The set of capabilities associated with a Computer Software or Web Page

Run the Workflow

>
Click on the Yellow Arrow Button when you have finished entering data,

entering a response or completed a specific step in the process you are working

SAF

Security Access Framework — the application that works in partnership with
elEVS to manage all Login and Password credentials

Workflow

A progression of Steps, Tasks or Interactions that comprise a Work Process
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elEVS Features

A. Match Assignment
The Match Assignment feature is only accessible to authorized county staff that
has been set up with the Match Assigner role to receive and assign matches.
Match Assignment allows the Match Assigner to sort matches using Social
Security Number (SSN), Name, Match Type, Case Number, Language, and more
categories to assist with assigning abstracts. (See Attachment 2, elEVS User
Guide for the complete sorting list.) Or, the Match Assigner can activate the
auto-assign function to automatically assign all unassigned abstracts to desks
and/or workers based on match type and run date. Abstracts can later be re-
assigned to accommodate different staffing arrangements and schedules.

B. Alerts
This messaging feature within elEVS can send messages to users from the
elEVS system and from other users. Alerts sent by elEVS are based on a
process or information captured in the system. Each user will have an Alert
panel in their landing page. In addition, each user may send a message to other
users within their county and outside of their county if the user has similar access
to elEVS. This messaging functionality is not connected to any outside
messaging system like Microsoft Outlook. Messages created in elEVS using the
Alert functionality will stay in elEVS and will only be accessible through elEVS.
By using this feature, users can share data within elEVS and prevent data from
being put in another system outside of elEVS. This is a safeguarding
requirement from IRS Publication 1075. Users are also cautioned to ensure that
FTlis only provided to the appropriate FTI staff. Notifications such as availability
of new abstracts for assigning, abstracts that have been assigned to a desk or
worker, or the expiration of a process will be added in the next phase of the
project.

C. Match Queue
This feature will provide the county user the list of abstract(s) that have been
assigned to their desk. This functionality will allow each user to view which
abstracts need to be processed and the status of the abstracts, this feature will
help users prioritize the abstracts assigned to their desk.

D. Match Overview
This provides a high level summary for County Coordinators and Supervisors of
the matches that are being worked by the staff they oversee. In addition, the
worker themselves will have their own Match Overview panel showing only the
summary of their assigned matches and abstracts. This panel will only be
accessible to authorized county staff and includes the number of abstracts
assigned to each group or desk. current counts of the abstracts, and where they
are in the process. This also provides both the County Supervisor and the
workers a quick glance on the workers’ progress with each of the abstracts
assigned to them.
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E. Tasks
This is a summary of the actions and other activities that need to be completed
for abstracts being processed. The system will generate a “Task” of those
abstracts that have been started and will need to continue to be processed.
“Tasks” are system-generated notifications. (See “Alerts” above.) This feature
will enable the county worker to leave and return to the match workflow to
complete the process.

F. Calendar
This feature is currently under consideration for the next phase of the project.
The Calendar will allow users to schedule activities or client meetings. At this
time the Calendar feature provides dates like a standard on-the-wall calendar.

G. Reports
This feature is currently deactivated and will not provide information. This high
priority feature will be included in the next phase of the elEVS project. Until that
time the Reports panel will act as a placeholder for this feature.

Additional Feature:
Match Workflow

The Match Workflow feature will allow the user to have preset steps or a checklist of
tasks to do in order to work on an abstract or other process. This feature will enable the
user to review the abstract, complete the response document, and submit the
completed abstract to CDSS. To aid the users with maintaining and prioritizing their
work, here are the additional features accessible in this panel:

1) Medi-Cal Monthly Extract File (MMEF) tab - This contains information
regarding the client provided by the California Department of Health Care
Services (DHCS) from their Medi-Cal Eligibility Determination System
(MEDS). The data included here is part of the current paper abstract.

2) Abstract tab — This tab contains the data or information provided by the
source agency (ies) specific to the match based on current agreements.
Source agencies include the Social Security Administration (SSA),
Internal Revenue Services (IRS), California Department of Justice,
Employment Development Department, and California Department of
Corrections and Rehabilitation.

3) Journal — Users will have the ability to enter notes or comments for each
abstract in the system. This journal does not replace the journal entry
within the SAWS systems for case comments. SAWS remains the
system of record.
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4)

5)

California Department of Social Services

Timer — The elEVS has a built-in timer for processes that are time
sensitive, such as the Client or Third Party Verification letters, or Special
Investigation Unit (SIU) reviews of criminal or death matches. Users will
have the capability to adjust the timer to alert them when the next step or
process is due.

Response Submission Tool — Each abstract will require a response
submission to CDSS. This will include the disposition of the abstract
process. CWDs will need to submit the response to CDSS for each
abstract and report: whether or not a potential discrepancy was found,
the reason for the potential discrepancy by choosing an option in the
drop-down menu, ,an overpayment (OP) or over issuance (Ol), or
discrepant but no OP/OI.



STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

CDSS gJEYS ACCESS REQUEST FORM

The CDSS electronic Income and Eligibility Verification System (g|EMS) aﬁ:c&ss Form is used to authorize, change
and terminate access fo the glEY:S containing CDSS data. The information on this form must be kept current. It must be
signed by the appropriate User Supervisor and System Administrator(s). It must also be signed by the user before he she
obtains access. (Once completed, all County and Mon-CDS5 State staff must submit this form to
fraudsystemaccessi@dss.ca.gov mailbox for approval )

Section 1 - access Request:
Level of Access Requested:

zer Administrator (go to Section 2)

Role Requested (Check all that apply):

Coordinator FTI Supervisor FTI Match Assigner FTI Reviewsr
(attach FTI cerification) (attach FTI cerification) (attach FTI certification)
Desk:
CDSS User MNon-FTI Supervisor Mon-FTI Match Assigner Mon-FTI Reviewer
Desk:

Requested action:
Add User Delete User Edit User

Section 2 — User Information (To be completed by the requesting individual. For administrator access, please
complete Section 2 only)

User Mame:

Last Nama Firct Nama Lk il

Company Name:

Phone Number: Email address:

User acknowlaedgement and Signatura:
This section is fo be read and completed by the user prior to receiving access to glEVS

| 'will access the system for appropriate business purposes only. | will take all appropriate precautions to protect the
confidential and sensitive data in the system as detailed in the security policies and guidelines provided by my employer.
Submitted by:

Lisers Names [Frinf Us=rs Sipnature [
Euperinors Name [Pring Superesors Sipratume [
Eupenisors Fhans Supenwsars Emal

Section 3 — administrator approval: (This section to be completed by the administrator granfing access
fo County Users only — leave blank if administrator Level access is requested above)

administrator authorization Signature [ The befow administrator must be on the approved COS5 administrator

lizt): | cerify that the above employes may be granted access fo the systems indicated for the above county.

Ui Name [Frind PRI 51 Nl Crate

CGEM 1381{6 17}
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